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U.S.  INFORMATION  AGENCY 
PRIVACY  ACT  OF  1974 
Annual  Compilation  of  Systems  of  Records 

Pursuant  to  the  Privacy  Act  of  1974  (Public  Law  93-579),  section 
5S2a(eK4),  the  United  States  Information  Agency  hereby  publishes 
the  first  Annual  Compilation  of  systems  of  records  maintained  by 
the  Agency.  Notices  of  proposed  rules  and  systems  of  records  were 
published  in  the  Federal  Register  on  August  27,  1975  (40  FR  39335 
and  39430)  and  on  February  24,  1976  (41  FR  8154).  Notices  of 
adoption  of  the  systems  of  records  were  published  in  the  Federal 
Register  on  February  24,  1976  (41  FR  8154)  and  on  May  17,  1976 
(41  FR  20234).  Notice  of  adoption  of  the  rules  was  published  in  the 
Federal  Register  on  October  21,  1975  (40  FR  49278).  Amendments 
or  corrections  to  the  systems  of  records  were  published  in  the 
Federal  Register  on  September  9,  1975  (40  FR  41988);  March  10, 
1976  (41  FR  10272);  March  31,  1976  (41  FR  13686);  May  17,  1976 
(41  FR  20234);  June  4,  1976  (41  FR  22653);  and  July  21,  1976  (41 
FR  30029). 

In  the  Federal  Register  of  June  4,  1976  (41  FR  22653),  notice  was 
given  to  correct  the  previous  proposal  and  adoption  of  a  system  of 
records  designated  as  “USlA-11,  Employee  Merit  Promotion 
File— IPT.”  As  a  result  of  this  correction  which  deleted  the  file, 
there  has  been  a  renumbering  of  the  Agency’s  systems  of  records 
in  the  Annual  Compilation  that  follows,  beginning  with  the  system 
now  designated  as  ”USIA-11,  Employee  Payroll  and  Retirement 
System — lOA/F — USIA.” 

No  comments  having  been  received,  the  Agency  adopts  the  addi¬ 
tional  routine  use  proposed  in  the  Federal  Register  on  June  4,  1976 
(41  FR  22653). 

A  Prefatory  Statement  of  General  Routine  Uses  follows  the  An¬ 
nual  Compilation  of  systems  of  records  as  Appendix  I. 

R.  Kenneth  Towery, 

Deputy  Director  Policy  and  Plans. 

Dated:  August  27,  1976. 

USIA— 1 

System  name:  Americans  Residing  in  Foreign  Countries-USIA 

System  location:  The  U.S.  Information  Agency  maintains 
establishments  overseas  in  111  foreign  countries,  which  are 
designated  as  mission  posts,  branch  posts,  regional  service  centers, 
VOA  relay  stations  and  media  extensions.  A  current  listing  of 
names  and  addresses  of  overseas  establishments  is  not  considered 
practical  for  Privacy  Act  purposes,  due  to  the  fact  that  such  a  list 
would  require  frequent  amendment.  Changing  of  office  locations, 
opening  of  new  offices,  closing  of  established  offices  and  realign¬ 
ment  of  geographic  areas  have  become  practical  realities  in  con¬ 
ducting  the  Agency's  mission  overseas.  Individuals  who  feel  that 
records  pertaining  to  themselves  are  maintained  at  any  of  our  over¬ 
seas  locations  may  contact  the  Agency’s  Office  of  Public  Informa¬ 
tion  in  Room  719,  1750  Pennsylvania  Avenue,  N.W.,  Washington, 
D.C.,  20547.  The  Agency  maintains  an  index  of  its  records,  includ¬ 
ing  a  current  listing  of  overseas  posts,  which  is  available  to  the 
public  as  indicated  in  22  CFR  Ch.  V,  Rules  for  Implementing  the 
Freedom  of  Information  Act. 

Categories  of  individuals  covered  by  the  system:  American  citizens 
and  aliens  admitted  for  permanent  U.S.  residence,  who  are  residing 
Overseas,  i.e.,  journalists,  businessmen,  scholars,  artists,  represen¬ 
tatives  of  other  U.S.  Government  agencies,  missionaries. 

Categories  of  records  in  the  system:  Names  and  addresses. 

Authority  for  maintenance  of  the  system:  Public  Law  402,  Infor¬ 
mation  and  Educational  Exchange  Act  of  1948;  Federal  Records 
Act,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Distribution  of  printed 
matter;  invitation  lists  of  official  social  functions  and  programs; 
selection  of  candidates  for  temporary  employment,  as  needed;  loca¬ 
tion  of  specialists  to  arrange,  conduct,  appear  in  or  appraise  Agen¬ 
cy  programs  organized  overseas;  press  briefings  for  American  jour¬ 
nalists  residing  in  foreign  countries;  appraisal  of  American  spe- 
ciah'sts  whose  services  are  utilized  in  Agency  programming  over¬ 
seas. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 


Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  having  statu¬ 
tory  or  other  legal  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Addressograph  plates  or  paper  records  in  file  folders. 

RetrievabilHy:  By  name  of  the  individual. 

Safeguards:  Records  are  kept  in  locked  file  cabinets  or  in  locked 
rooms  when  not  in  use. 

Retention  and  disposal:  Records  are  updated  regularly,  and  metal 
plates  or  paper  files  no  longer  useful  or  current  are  destroyed. 

System  manager(s)  and  address:  See  “System  Location’’  above. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C., 
20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  obtained  from  the  in¬ 
dividual  concerned. 

USIA— 2 

System  name:  Artists  and  Speakers-INA-USIA 

System  location:  Office  of  the  Assistant  Director  (USIA),  North 
Africa,  Near  East  and  South  Asia,  1750  Pennsylvania  Avenue, 
N.W.,  Washington,  D  C.  20547. 

Categories  of  individuals  covered  by  the  system:  Artists  and 
speakers  considered  qualified  to  conduct  programs  at  USIA’s  over¬ 
seas  posts  in  the  Near  East,  North  Africa  and  South  Asia. 

Categories  of  records  in  the 'system:  Biographic  data  on  speakers 
and  artists;  evaluation  reports  of  past  service  with  USIA;  travel  ar¬ 
rangements;  program  arrangements. 

Authority  for  maintenance  of  the  system:  The  Federal  Records 
Act,  44  U.S.C.  3101. 

Roudite  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  basic  person¬ 
nel  and  program  information  in  order  to  arrange  regional  schedules 
for  speakers  and  artists.  Also  see  Prefatory  Statement  of  General 
Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  the  name  of  the  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  dbposal:  Records  are  held  as  long  as  the  individual 
is  a  prospective  speaker  or  artist  needed  for  or  willing  to  conduct 
programs  overseas. 

System  manager(s)  and  address:  Office  of  Assistant  Director, 
INA,  Program  Development  Officer,  1750  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 
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Record  source  categories:  Information  provided  by  the  individual 
artists  and  speakers:  evaluation  of  speaker  or  artist  by  overseas 
posts;  public  documents  and  publications. 

USIA— 3 

System  name:  Bidders  Mailing  List  Application-IOA/C-USIA 

System  location:  U.S.  Information  Agency,  Contract  and  Procure¬ 
ment  Division,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  the  system:  Prospective 
Government  contractors  and  Agency  contractors. 

Categories  of  records  in  the  system:  Information  is  contained  on  a 
standard  form  which  requests  the  individual’s  name  and  address, 
type  of  business,  number  of  employees,  average  annual  sales  or 
receipts,  facilities  (space),  net  worth,  security  clearances  held,  and 
a  certification  of  the  accuracy  of  the  information  provided  on  the 
form. 

Authority  for  maintenance  of  the  system:  Federal  Procurement 
Regulations  (41  CFR  1-2.205- 1(c)  and  1-16.802). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  prepare  the  Agency’s 
Bidders  Mailing  List  and  for  use  of  contracting  specialists  to  deter¬ 
mine  adequacy  of  facilities,  and  financial  responsibility  of  prospec¬ 
tive  contractors.  Also  see  Prefatory  Statement  of  General  Routine 
Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  General  Services  Administration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Information  included  on  Standard  Form  129,  and  main¬ 
tained  in  binders. 

Retrievability:  By  the  name  of  the  individual. 

Safeguards:  Maintained  in  combination  lock  file  cabinet,  available 
only  to  authorized  personnel. 

Retention  and  disposal:  A  routine  update  of  information  is  con¬ 
ducted  approximately  every  five  years.  Outdated  information 
disposed  of  by  burning. 

System  managerfs)  and  address:  Agency  Contracting  Officer, 
Contract  and  Procurement  Division,  1776  Pennsylvania  Ave.,  N.W., 
Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  provided  by  individuals, 
companies  and  corporations. 

USIA— 4 

System  name:  Contract  Talent  and  Employee  Recruitment  Files- 
IMV-USIA. 

System  location:  U.S.  Information  Agency,  Motion  Picture  & 
Television  Service,  601  “D”  Street,  N.W.,  Washington,  D.C.  20547. 

U.S.  Information  Agency,  Motion  Picture  &  Television  Service, 
1657  Broadway,  New  York,  New  York  10019. 

'  Categories  of  individuals  covered  by  the  system:  Job  applicants; 
professional  talent  specialists  in  languages,  camera,  acting,  etc., 
contractual  motion  picture  and  television  producers. 

Categories  of  records  in  the  system:  Records* on  individuals  who 
have  applied  for  employment  as  free-lance  talent;  correspondence 
between  contractual  motion  picture  and  television  producers;  film 
review  sheets;  producer  questionnaire  forms;  duplicate  copies  of 
security  clearance  information  on  talent  vendors  and  contractual 
producers;  card  files  on  applicants  for  employment  with  USIA’s 
Motion  Picture  and  Television  Service. 


Authority  for  maintenance  of  the  system:  Federal  Records  Act,  44 
use  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  identify  sources  for 
contract  productions;  to  identify  individuals  who  have  applied  to 
USIA  for  employment  as  free-lance  talent  vendors;  to  fill  vacant 
positions  in  production  and/or  technical  positions  as  they  become 
vacant;  to  determine  security  clearance  status  of  contractual  in¬ 
dividuals  or  companies.  Also  see  Prefatory  Statement  of  General 
Routing  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  norm2illy  available  to  individuals 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  government  agencies  who  have  statutory  or 
other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  records  and  paper  records  in  file  folders. 

Retrievability:  By  name  of  the  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets  and  available  only 
to  authorized  personnel. 

Retention  and  disposal:  Records  on  talent  vendors  and  contractual 
producers  retained  indefinitely;  records  on  job  applicants  retained 
for  ten  years,  and  disposed  of  in  accordance  with  internal 
schedules  for  retention  and  disposal  of  files. 

System  madager(s)  and  address:  Chief,  General  Program  Produc¬ 
tion  Division,  Motion  Picture  and  Television  Service,  601  “D” 
Street,  N.W.,  Washington,  D.C.  20001.  Executive  Officer,  Motion 
Picture  and  Television  Service,  601  “D”  Street,  N.W.,  Washington, 
D.C.  20001. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Provided  by  vendors,  contractors  and 
job  applicants  concerned;  by  employees  of  USIA’s  Motion  Picture 
and  Television  Service. 

USIA— 5 

System  name:  Contract  Talent  Vendor  Files-IBS-USIA 

System  location:  U.S.  Information  Agency,  “Voice  of  America’’ 
Broadcasting  Service,  HEW  North  Building,  330  Independence 
Ave.,  S.W.,  Washington,  D.C.  20547. 

U.S.  Information  Agency,  “Voice  of  America’’  Broadcasting  Ser¬ 
vice,  25  “M”  Street,  S.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  All  contract  talent 
vendors  who  perform  free-lance  services  in  the  U.S.  for  the  Voice 
of  America. 

Categories  of  records  in  the  system:  Records  and  information  per¬ 
taining  to  the  testing  and  qualifications  of  vendors;  security 
clearance  applications  and  approvals;  copies  of  contracts,  and 
detailed  record  of  services  performed  by  vendors  and  payments 
made  by  VGA  for  these  services. 

Authority  for  maintenance  of  the  system:  Public  Law  402:  United 
States  Information  &  Educational  Exchange  Act  of  1948,  as 
amended.  , 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Provide  necessary 
reference  information  for  use  by  VGA  administrative  offices  in 
meeting  their  daily  responsibilities  of  advising  on  and  coordinating 
programming  and  fiscal  activities  relating  to  the  recruitment  and 
contracting  of  free-lance  talent  vendors.  Also  see  Prefatory  State¬ 
ment  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties.  These  records  are  not  normally 
available  to  individuals  and  agencies  outside  the  U.S.  Information 
Agency,  but  information  may  be  released  to  other  government 
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agencies  who  have  statutory  or  other  lawful  authority  to  maintain 
such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  All  information  is  retained  in  document  form  in  file  fol¬ 
ders.  ^ 

Retrievability:  Files  are  indexed  alphabetically  by  vendor. 

Safeguards:  All  files  are  locked  in  security-approved  file  cabinets. 
Access  to  files  is  permitted  only  to  administrative  staffs  and  other 
top  management  officials  having  a  need  to  know  such  information 
in  the  normal  performance  of  their  duties. 

Retention  and  disposal:  Files  are  retained  for  three  to  four  years 
after  last  date  of  services  rendered  by  vendor,  after  which  time 
files  are  then  destroyed  ip  accordance  with  established  USIA 
records-disposal  procedures.  , 

System  managerfs)  and  address:  Deputy  Assistant  Director,  USIA 
(Broadcasting)  (Administration),  Room  G-749,  HEW  North  Build¬ 
ing,  330  Independence  Ave.,  S.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

CuntesUng  record  procedures:  The  Agency's  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  is  received  from  vendor 
(application  forms);  from  USIA  Security  Office  (approval  of  securi¬ 
ty  clearance  request);  from  documents  generated  through  the  nor¬ 
mal  process  of  using  a  vendor  and  making  payments  for  services 
rendered  (purchase  orders  and  payment  records). 

USIA— 6 

System  name:  Cultural  and  Centers  Coordination  Division  Recruit¬ 
ment  Files-ICS-USlA 

System  location:  U.S.  Information  Agency,  Cultural  and  Center 
Coordination  Division,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D  C.  20547. 

Categories  of  individuals  covered  by  tbe  system:  American 
Scholars  who  may  be  used  as  consultants  or  specialists  in  American 
studies  domestically  or  overseas;  applicants  for  employment,  con¬ 
tracts  or  grants  with  regard  to  USIA's  Library  Program  and  Library 
Fellows;  applicants  for  employment,  contracts  or  grants  with  regard 
to  USIA’s  English  Teaching  Program;  other  applicants  for  employ¬ 
ment,  contracts  or  grants  with  regard  to  specific  positions  in  over¬ 
seas  cultural  operations. 

Categories  of  records  in  the  system:  Biographic  data  on  American 
Scholars  provided  by  the  individuals  themselves  upon  request;  bio¬ 
graphic  data  on  applicants  for  employment,  contracts  and  grants, 
including  previous  employment,  education,  recommendations  and 
security  clearance  status;  library  .field  reports,  comments  and 
evaluation  on  library  visits  written  by  Public  Affairs  Officers,  and 
letters  of  correspondence  between  supervisors  and  librarians. 

Autbority  for  maintenance  of  the  system:  Executive  Order  1 1034, 
as  amended. 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  tbe  purposes  of  such  uses:  Screening  of  applicants 
for  employment,  contracts  or  grants,  for  appraisal  by  Agency’s 
geographic  area  offices  and  Public  Affairs  (Officers  located  over¬ 
seas;  evaluation  by  Library  Program  Staff  of  candidates  for  librari¬ 
an  positions;  to  develop  work  requirements  for  regional  librarians; 
to  identify  scholars  with  skills  related  to  academic  projects.  Also 
see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  U.S.  Department  of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 


Retrievability:  By  name  of  the  individual. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Files  retained  as  long  as  they  are  of  ac¬ 
tive  interest  or  the  individual  is  employed.  Inactive  files  destroyed 
by  burning. 

System  manager(s)  and  address:  Chief,  Cultural  and  Centers 
Coordination  Division,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Records  on  American  Scholars  provided 
by  applicants;  records  on  all  other  applicants  are  submitted  to  the 
Agency  or  authorized  by  the  applicants. 

USIA— 7 

System  name:  Director’s  Secretariat  Staff  Files-I-USIA 

System  location:  U.S.  Information  Agency,  Executive  Secretariat, 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  tbe  system:  Members  of  the 
White  House  Staff,  Congressmen,  heads  of  other  executive  agen¬ 
cies  of  the  Federal  Government,  Federal  Judges  and  members  of 
the  general  public. 

Categories  of  records  in  the  system:  Correspondence  addressed  to 
the  Director  of  USIA,  and  copies  of  responses  to  requests  for  re¬ 
ports,  information  and/or  assistance  of  various  kinds  prepared  by 
the  Director  or  his  designated  representative. 

Authority  for  maintenance  of  tbe  system:  The  Federal  Records  Act 
of  1950,  as  amended,  44  USC  3101-3107;  Records  Disposal  Act  of 
1943m  as  amended,  44  USC  3301-3314. 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  file  to  provide 
oversight  of  the  flow  of  requests  to  the  USIA  Director  for  reports, 
information  and/or  assistance  of  various  kinds,  and  to  monitor  the 
accomplishment  of  responses  to  such  requests.  Also  see  Prefatory 
Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Records  are  stored  in  a  computer  maintained  by  and 
located  within  the  U.S.  Department  of  State,  and  maintained  as' 
paper  records  in  file  folders  in  USIA. 

Retrievability:  Records  are  cross-indexed  by  individual  name  and 
by  computer  reference  number. 

Safeguards:  Computer  records  are  accessible  only  to  authorized 
employees  of  the  U.S.  Information  Agency  or  the  Department  of 
State.  Paper  records  are  kept  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Chief,  Executive  Secretariat, 
U.S.  Information  Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Unsolicited  correspondence  from  U.S. 
Government  officials  and  members  of  the  general  public  addressed 
to  the  Director  of  USIA. 
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USU— 8 

System  name:  Employee  Administrative  Files-IBS-USIA 

System  location:  U.S.  Information  Agency,  Broadcasting  Service, 
“Voice  of  America”,  HEW  North  Building,  330  Independence 
Avenue,  S.W.,  Washington,  D.C.  20S47. 

U.S.  Information  Agency,  Broadcasting  Service,  “Voice  of 
America”,  Engineering  Division,  2S  “M”  Street,  S.W.,  Washing¬ 
ton,  D.C.  20547. 

Also  see  Appendix  II  for  locations  of  domestic  relay  stations. 

Categories  of  individuals  covered  by  the  system:  “Voice  of  Amer¬ 
ica”  domestic  employees  and  overseas  American  employees. 

Categories  of  records  in  the  system:  Records  and  information  per¬ 
taining  to  testing,  recruitment  and  appointment  of  employees 
(application  forms,  fiscal  documents  covering  related  expenses); 
records  concerning  post-appointment  changes  in  employee  skills, 
qualifications,  and  experience;  copies  of  SF-50  “Notice  of  person¬ 
nel  Action”  and  payroll  change  slips. 

Antbority  for  maintenance  of  the  system:  Public  Law  402,  United 
States  Information  and  Educational  Exchange  Act  of  1948,  as 
amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  maintained  for  con¬ 
venience  due  to  physical  separation  from  Personnel  Office;  provide 
necessary  background/reference  information  for  use  by  VOA  Ad¬ 
ministrative  Offices  in  meeting  their  daily  responsibilities  of  advis¬ 
ing  on  and  co-ordinating  programming,  personnel  and  fiscal  activi¬ 
ties  relating  to  recruitment,  hiring  and  employment  of  staff  em¬ 
ployees.  Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

These  records  are  not  normally  available  to  individuals  and  agen¬ 
cies  outside  the  U.S.  Information  Agency,  but  information  may  be 
released  to  other  government  agencies  who  have  statutory  or  other 
lawful  authority  to  maintain  such  information. 

Polidca  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  dispoaing  of  records  in  the  system: 

Storage:  All  information  is  retained  in  document  form  in  file  fol¬ 
ders. 

RetrievabilHy:  Files  are  indexed  alphabetically  by  employee 
name. 

Safeguards:  All  files  are  locked  in  security-approved  file  cabinets. 
Access  to  files  is  permitted  only  to  administrative  staffs  and  other 
top  management  officials  having  a  need-to-know  such  information 
in  the  normal  performance  of  their  duties. 

Retention  and  disposal:  Files  may  be  retained  for  up  to  ten  years 
after  departure  of  employee,  then  destroyed  in  accordance  with 
established  USIA  records  disposal  procedures.  Copies  of  docu¬ 
ments  for  which  originals  exist  in  Official  Personnel  Folders  and 
which  are  removed  from  official  personnel  folders  when  an  em¬ 
ployee  resigns,  are  also  removed  from  administrative  files  and 
destroyed. 

System  manager(s)  and  address:  Deputy  Assistant  Director 
(USIA),  Broadcasting,  (Administration),  Room  G-749,  HEW  North 
Building,  330  Independence  Avenue,  S.W.,  Washington,  D.C. 
20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  is  received  from  employees 
(application  forms);  from  employees’  supervisors  (employees’  ex¬ 
perience,  performance,  and  recommendations  for  promotions,  etc.); 
from  organizational  personnel  and  fiscal  elements  (SF-50  personnel 
actions,  payroll  change  slips,  etc.) 

USIA— 9 

System  name:  Employed  Awards,  Health  Programs,  Retirement  and 
Out-Placement  Records  IPT-USIA. 


System  location:  U.S.  Information  Agency,  Office  of  Personnel  & 
Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547, 
and  300  “C”  Street,  S.W.,  Washington,  D.C.  20547. 

Categorin  of  individnals  covered  by  the  system:  Employees  elect¬ 
ing  coverage  under  health  benefit  program;  employees  who  are  Red 
Cross  blo^  donors;  employees  who  borrow  from  a  small,  agency 
maintained  revolving  loan  fund;  employees  nominated  for  honor 
awards;  employees  who  are  in  retirement  processing  or  who  have 
retired  from  the  Agency;  employees  approaching  mandatory  retire¬ 
ment. 

Categories  of  records  in  the  system:  Records  of  employees  elect¬ 
ing  health  benefit  programs;  records  of  employees’  blood  type; 
journal  used  to  record  employee  loans  and  repayments;  nomina¬ 
tions  of  employees  for  awards  and  copies  of  award  certificates; 
retirement  eligibility  status;  biographic  and  work  experience  data 
for  out-placement  purposes. 

Antbority  for  maintenance  of  the  system:  FPM  Supp.  8901-1,  52-3, 
55-1,  44  use  3101;  FPM  Supp.  831-1,  51,  58-2. 

Routine  uses  of  records  maintained  in  the  system,  including  cat^o- 
ries  of  users  and  the  purposes  of  such  uses:  Record  keeping  on 
health  programs  statistical  data  on  blood  donor  program;  recording 
of  loan  granted  and  repayments  nomination  of  employees  for 
awards;  processing  retirement  applications  and  counseling  prospec¬ 
tive  retirees,  on  annuities  and  other  benefits,  and  out-placement. 
Also  see  Prefatory  Statement  of  General  Routing  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are:  the  Civil  Service  Commission;  other  agencies  con¬ 
sidering  individual  for  employment  or  detail  for  record  and  credit 
checks;  accredited  investi^tors. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Manually  retrieved  by  name  of  the  employee. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Out-placement  and  blood  donor  files 
destroyed  upon  separation  of  employee;  health  benefits  records  up¬ 
dated  annually;  old  records  destroyed;  retirement  and  honor  award 
files  retained  indefinitely;  loan  records  destroyed  after  three  years. 

System  manager(s)  and  address:  Chief,  Personnel  Services  Divi¬ 
sion,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  *1110  Agency’s  rules  for  access  and 
contesting  contents  and  appealing  initial  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re> 
gister. 

Record  source  categories:  The  employee;  official  personnel 
folder;  employee  relations  officers;  supervisors’  nominations  for 
awards. 

USIA— 10 

System  name:  Employee  Identification  Card  and  Photograph  File- 
lOS-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Security, 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Current  and  past 
employees  of  the  U.S.  Information  Agency. 

Categories  of  records  in  the  system:  Personal  description;  date  of 
birth;  height;  weight;  color  of  hair  and  eyes;  color  photograph  of 
full  face. 

Authority  for  maintenance  of  the  system:  Executive  Order  11652 
dated  March  8,  1972. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Personal  proof  of  em¬ 
ployee  identity;  to  provide  Passport  photos  of  employee  and  depen¬ 
dents  for  official  use;  provide  photographs  for  official  use  by  the 
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Office  of  Public  Information  (USIA)  and  other  Agency  elements 
having  official  need  to  have  visual  identification  records,  such  as  a 
Senior  Officer  Staffing  display.  Photographs  are  also  available  to 
employees  for  official  uses.  Also  see  Prefatory  Statement  of 
General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  U.S.  Department  of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Written  form  record  and  photograph  film. 

Retrievability:  By  name  of  the  individual  employee. 

Safeguards:  Access  by  security-cleared  employees  having  a  need- 
to-know.  When  not  in  personal  custody  during  processing,  stored  in 
combination-locked  security  container. 

Retention  and  disposal:  Records  of  former  employees  destroyed 
after  five  years  under  security  controls.  Records  of  current  em¬ 
ployees  retained  indefinitely,  or  until  employee  is  separated. 

System  manager(s)  and  address:  Assistant  Director  (USIA), 
Security,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.,  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister.  ^ 

Record  source  categories:  Applicant  and  employment  records 
(with  verification  from  the  individual  concerned). 

USIA— 11 

System  name:  Employee  Payroll  and  Retirement  System-IOA/F- 
USIA 

System  location:  U.S.  Information  Agency,  Finance  and  Data 
Management  Division,  1776  Pennsylvania  Ave.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  the  system:  Employees  cur¬ 
rently  on  Agency  rolls. 

Categories  of  records  in  the  system:  Civil  Service  and  Foreign  Ser¬ 
vice  individual  retirement  records,  time  and  attendance  records 
(domestic  employees  only),  master  employee  registers  (domestic 
only),  payroll  folders,  overseas  pay  cards  for  foreign  service  em¬ 
ployees. 

Authority  for  maintenance  of  the  system:  Section  113  of  the 
Budget  and  Accounting  Procedures  Act  of  1950  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assure  proper  salary 
payment  to  employees  and  for  reference  regarding  salary  history; 
master  record  of  employee  accumulation  and  use  of  annual  and 
sick  leave;  recording  of  employee  contributions  to  the  Civil  Service 
and  Foreign  Service  Retirement  Systems.  Also  see  Prefatory  State¬ 
ment  of  General  Routine  Uses. 

Information  is  made  available  to  personnel  of  the  U.S.  Informa¬ 
tion  Agency  on  a  need-to-know  basis  or  as  may  be  required  in  the 
performance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are  the  U.S.  Treasury,  the  Civil  Service  Commission, 
and  the  Director  General  of  the  Foreign  Service,  U.S.  Department 
of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Time  and  attendance  cards  maintained  on  punched 
cards;  retirement  records  are  recorded  on  5  x  7  cards  and  main¬ 
tained  in  a  file  cabinet;  the  master  employee  register  is  a  computer 
report;  payroll  records  are  maintained  in  manila  folders;  overseas 


pay  cards  are  manually  prepared  or  maintained  as  a  computer  re¬ 
port,  depending  upon  the  facilities  available  at  various  overseas  lo¬ 
cations. 

Retrievability:  By  the  name  of  the  individual  employee. 

Safeguards:  Records  maintained  in  various  types  of  containers; 
security  provided  by  surveillance  of  responsible  employees  during 
working  hours,  and  by  building  security  guards  during  non-working 
hours. 

Retention  and  disposal:  Retirement  records  are  forwarded  to  the 
Civil  Service  Commission  for  domestic  employees,  and  the  State 
Department  for  foreign  service  employees,  upon  retirement, 
resignation  or  transfer  of  employee.  Payroll  records  are  retired  to 
Federal  Records  Center,  St.  Louis,  after  two  years. 

System  managerfs)  and  address:  Assistant  Chief  for  Fiscal  Opera¬ 
tions,  Finance  and  Data  Management  Division,  1776  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Various  forms  provided  by  individual 
and  by  USIA’s  Office  of  Personnel  and  Training,  i.e.,  personnel  ac¬ 
tion  forms,  payroll  change  forms.  Federal  and  state  withholding  ex¬ 
emption  certificates,  employee  allotment  deduction  forms,  time  and 
attendance  cards. 

USIA— 12 

System  name:  Employee  Relations  Files-IPT-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel  & 
Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547, 
and  300  “C”  Street,  S.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Employees  who 
have  fOed  informal  grievances  or  appeals  on  job  classification  ac¬ 
tion  or  position  audits;  individual  employees  affected  by  a  work¬ 
force  or  element  reorganization;  employees  who  have  requested 
restoration  of  forfeited  leave;  individuals  for  whom  special  discipli¬ 
nary  actions  are  in  process. 

Categories  of  records  in  the  system:  Documents  relating  to 
grievances;  position  descriptions  and  evaluations;  organization 
,  charts  and  background  materials;  documents  related  to  leave 
records  and  descriptions  of  operational  demands  necessitating  can¬ 
cellation  of  annual  leave. 

Authority  for  maintenance  of  the  system:  USIA  Manual  of  Opera¬ 
tions  and  Administration,  FPM  511,  Subch.  6,  44  USC  3101,  P.L. 
93-181,  FPM  Ltr.  630-22,  FPM  Chaps.  335,  752,  831. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Investigation  and  resolu¬ 
tion  of  employee  grievances;  to  provide  reports  to  Congress  and 
CSC  on  the  status  of  grievances  and  appeals;  to  provide  informa¬ 
tion  to  federal,  state  or  local  law  enforcement  agencies  for  civil  or 
criminal  investigation;  guidance  in  planning  and  evaluating  internal 
reorganizations;  to  adjudicate  requests  for  leave  restoration  and 
other  employee  relations  matters.  Also  see  Prefatory  Statement  of 
General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  in  the  performance  of  their  of¬ 
ficial  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are:  the  Civil  Service  Commission;  the  Department  of 
Justice;  other  federal,  state  and  local  law  enforcement  agencies;  ac¬ 
credited  investigators;  other  government  agencies  considering  the 
individual  for  employment  or  detail. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  legal  authority  to  maintain  such  in¬ 
formation. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  of  individual,  or  by  a  combination  of 
name,  organizational  element  and  position  title. 

Safeguards:  Maintained  in  locked  file  cabinets. 
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RctentioB  and  disposal:  Records  retained  indefinitely  or  until  no 
longer  needed.  Grievance  files  considered  as  “classified”  and 
destroyed  when  no  longer  useful.  Leave  files  retained  for  two  years 
or  untU  lump-sum  payment  is  made. 

SyMcm  mana^rfs)  and  address:  Chief,  Employee-Management 
Relations  Division,  1776  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547.  ; 

Contesting  record  procedures:  The  Agency's  rules  for  access  and 
for  contesting  contents  and  appealing  initisd  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federsd  Re¬ 
gister. 

Record  source  categories:  The  employee;  supervisors;  personal 
representative  of  grievant;  grievance  examiner;  position  classifier; 
personnel  officers;  USIA  payroll  office;  administrative  officers  and 
executive  officers  of  Agency  elements. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a(cK3),  (d),  (eKD,  (eK4)(G),  (H),  and  (I),  and  (f). 
See  22  CFR  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA— 13 

System  name:  Employee  Training  Files-IPT-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel  & 
Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individoals  covered  by  the  oystem:  All  Agency  em¬ 
ployees  receiving  training,  workshop  lecturers,  language  students, 
employees  in  university  or  service  college  training,  personnel  and 
management  interns. 

Categories  of  records  in  the  system:  Employee  training  applica¬ 
tions,  biographic  data,  educational  background,  record  of  training 
received  by  the  Agency,  outline  of  training  program,  unofficial  per¬ 
formance  evaluations,  language  proficiency  and  test  scores,  course 
grade,  biographic  data  on  non-agency  lecturers  in  agency  sponsored 
seminars  and  workshops,  and  employee's  evaluation  of  training 
courses. 

Authority  (or  maintenance  of  the  system:  P.L.  85-507,  72  Stat.  335, 
ReorganizaUon  Plan  No.  8  of  1953,  22  USC  1461,  67  Stat.  642,  P.L. 
79-724,  Foreign  Service  Act  of  1946,  as  amended,  FPM  410,  Subch. 
3. 

Rootfue  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Background  material 
used  to  determine  eligibility;  assignment  and  progress  in  language 
courses;  used  by  career  counselors  to  determine  training  needs; 
justification  and  record  keeping;  evaluation  of  intern  training  and 
potential  for  job  growth;  used  to  evaluate  and  select  lecturers  for 
agency  workshops  or  seminars;  preparation  of  reports  to  Congress 
and  other  government  agencies  on  training  provided  and  costs,  as 
well  as  projected  training  needs  and  costs.  Also  see  Prefatory 
Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  Agency  are: 
the  Civil  Service  Commission;  personnel  officers  in  other  govern¬ 
ment  agencies  as  a  result  of  transfer  of  the  individual  to  whom  the 
personnel  records  pertain;  other  agencies  considering  employees  for 
detail  purposes;  the  National  Personnel  Records  Center  upon 
separation  of  the  employee;  for  record  and  credit  checks;  ac¬ 
credited  investigators. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Polkks  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Manually  retrieved  by  name,  by  computer 
generated  lists  of  training  statistics,  or  by  seminar  title. 

Safeguards:  File  maintained  in  locked  cabinets  or  protected  by 
routine  office  safeguards,  i.e.,  surveillance  by  responsible  personnel 
and  disclosure  only  to  authorized  individuals. 


Retention  and  disposal:  Training  records  maintained  until  em¬ 
ployee  is  separated,  at  which  time  records  are  included  with  official 
personnel  folder;  other  records  are  retained  indefinitely  or  until  no 
longer  needed;  budget  records  and  cost  statistics  retained  in¬ 
definitely. 

System  managcr(s)  and  address:  Chief,  Training  Division,  1776 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency's  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determination  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  employee;  employment  applica¬ 
tions;  official  personnel  records;  personnel  action  forms;  personnel 
officers;  training  officers  and  other  officers  involved  in  personnel 
management;  supervisors;  USIA  Office  of  Security;  lecturers; 
training  records;  application  for  training;  trainee  evaluations  of 
courses. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a(cK3),  (d),  (eXD,  (eK4KG),  (H),  and  (I),  and  (f). 
See  22  CFR  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA— 14 

System  name:  Employee's  Coitildential  Statement  of  Employment 
and  Financial  Interests-IGC-USIA 

System  location:  U.S.  Information  Agency,  Office  of  the  General 
Counsel,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Experts  or  con¬ 
sultants,  employees  paid  at  the  Executive  Schedule  level;  em¬ 
ployees  classified  at  GS-i3,  FSIO-4,  FSR-5,  FSS-2,  or  above,  who 
are  in  positions  of  responsibility  for  a  Government  decision  or  tak¬ 
ing  a  Government  action  in  regard  to:  (1)  contracting  or  procure¬ 
ment;  (2)  Administering  or  monitoring  grants  or  subsidies;  (3)  regu¬ 
lating  or  auditing  private  or  other  non-Federal  enterprise;  or 
required  to  report  employment  and  financial  interests  in  order  to 
avoid  possible  conflicts  of  interest. 

Categories  of  records  in  the  system:  Statements  of  personal  and 
family  shareholdings  and  other  interest  in  business  enterprises;  co¬ 
pies  of  blind  trust  and  other  agreements  pertaining  to  such  in¬ 
terests;  correspondence  as  to  insulation  of  control  or  conflicts  of 
interest;  opinions  of  counsel,  including  recommendations  on 
waivers. 

Authority  for  maintenance  of  the  system:  E.O.  11222;  5  U.S.C. 
7301;  18  U.S.C.  208. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Review  by  Assistant 
General  Counsel  for  possible  conflict  of  interest.  Provide  necessary 
reference  information  should  allegations  of  conflict  of  interest 
arise.  Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  made  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Alphabetically  by  name  and  by  Agency  element  or 
geographic  area. 

Safeguards:  Maintained  in  bar-lock  cabinet. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system:  Disposed  of  2  years  after 
employee  leaves  a  position  in  which  a  statement  is  required,  or  2 
years  after  the  employee  is  separated  from  the  Agency,  whichever 
is  earlier. 

System  manager(s)  and  address:  General  Counsel,  1750  Pennsyl¬ 
vania  Ave.,  N.W.,  Washington,  D.C.  20547. 
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Notifkatioii  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individual  who  filed  the  state¬ 
ment. 

USIA— 15 

System  name:  Equal  Employment  Opportunity  Complaint 
Files— lEO— USIA. 

System  location:  Office  of  Equal  Opportunity,  U.S.  Information 
Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Any  aggrieved 
employee  or  applicant  for  employment  with  USIA  who  believes  he 
or  she  has  been  discriminated  against  because  of  race,  color,  reli¬ 
gion,  sex,  national  origin,  and/or  age,  and  who  has  consulted  with 
an  Equal  Opportunity  Counselor  of  the  Agency  or  a  member  of  the 
EEO  Staff  about  the  matter. 

Categories  of  records  in  the  system:  Communications  of  EEO 
Counselor  with  aggrieved  person,  written  report  of  precomplaint 
counseling  efforts  by  the  EEO  Counselor,  the  complaint,  the  in¬ 
vestigative  file,  written  records  of  adjustment  of  complaint;  written 
record  of  complaint  withdrawal  by  complainant.  Agency  letter 
proposing  disposition  of  the  case,  transcripts  of  hearing.  Agency 
letter  advising  of  final  disposition  of  the  case. 

Authority  for  maintenance  of  the  system:  FPM  Suppl.  990-1  (Part 
713). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  record  actions  taken, 
with  verifying  statements,  regarding  employees'  and  employment 
applicants’  complaints  of  discrimination.  Also  see  Prefatory  State¬ 
ment  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are  the  Civil  Service  Commission  and  the  Department 
of  Justice. 

The  information  may  also  be  released  to  other  Government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Indexed  by  the  individual’s  last  name. 

Safeguards:  Records  are  stored  in  cabinets  with  bar  locks.  Except 
for  copy  of  individual  file  provided  to  complainant  and/or  his  or 
her  representative,  and  copies  furnished  as  needed  to  the  office  of 
the  USIA  General  Counsel,  and  to  officials  of  the  Civil  Service 
Commission  and  the  Department  of  Justice,  files  are  not  removed 
from  the  EEO  Office. 

Retention  and  disposal:  Records  are  maintained  indefinitely. 

System  manager(s)  and  address:  Assistant  Director  (USIA),  Equal 
Opportunity,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Personal  interviews,  affidavits,  USIA 
personnel  and  employment  records  and  procedures,  transcript  of 
hearings,  and  related  correspondence. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a  (cK3),  (d),  (eKD,  (eK4)(G),  (H),  and  (I),  and  (f). 


See  22  CFR,  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA- 16 

System  name:  Equal  Employment  Opportunity  General 
Files-IEO-USIA. 

System  location:  U.S.  Information  Agency,  Office  of  Equal  Em¬ 
ployment  Opportunity,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Employees  of  the 
Office  of  Equal  Employment  Opportunity;  employees  selected  for 
employment  and  applicants  for  positions  with  USIA;  significant 
women,  minority  group  members,  and  specialists  in  the  area  of 
Equal  Employment  Opportunity. 

Categories  of  records  in  the  system:  Copies  of  applications  and 
resumes  of  women  and  minority  group  members  seeking  employ¬ 
ment  with  USIA;  biographical  materials  describing  significant 
women,  minority  group  members  and  specialists  in  the  area  of 
Equal  Employment  Opportunity  who  can  be  used  as  speakers, 
selection  board  members,  and  consultants;  miscellaneous  informa¬ 
tion  about  individual  employees  and  job  applicants  involved  in  the 
USIA  Equal  Employment  Opportunity  Affirmative  Action  Plan; 
training  requests,  travel  documents,  and  notices  of  personnel  ac¬ 
tions  for  employees  of  the  Office  of  Equal  Employment  Opportuni¬ 
ty- 

Authority  for  maintenance  of  the  system:  FPM  Supplement  990-1, 
Part  713. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  supply  names  of 
women  and  minority  group  candidates  to  USIA  recruitment  of¬ 
ficers;  determine  effectiveness  of  Agency’s  female  and  minority 
recruitment  programs;  select  significant  Equal  Employment  Oppor¬ 
tunity  speakers,  consultants,  and  selection  board  members;  main¬ 
tain  records  of  significant  personnel  actions  involving  employees  in 
the  Office  of  Equal  Employment  Opportunity.  Also  see  Prefatory 
Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  per- 
sonnnel  of  the  U.S.  Information  Agency  as  may  be  required  in  the 
performance  of  their  official  duties. 

This  information  is  available  upon  request  to  the  Civil  Service 
Commisssion. 

The  information  may  also  be  released  to  other  Government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information.  ' 

Policies  and  practices  (or  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Indexed  by  individual  name  and  types  of  activity; 
e.g.,  speaker’s  file,  Affirmative  Action  Plan  file,  travel  file. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  maintained  indefinitely. 

System  manager(s)  and  address:  Assistant  Director  (USIA),  Equal 
Employment  Opportunity,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Correspondence;  memos  of  conversa¬ 
tion;  Agency  records  of  personnel  actions;  published  biographical 
sources. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a  (cK3),  (d),  (e)(1),  (eK4KG),  (H),  and  (I),  and  (f). 
See  22  CFR,  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA— 17 

System  name:  Foreign  Service  Ranking  and  Promotion 
Files— IPT— USIA. 
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System  locatioa:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training.  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  bdividnals  covered  by  the  system:  Foreign  service 
employees  of  the  Agency. 

Categories  of  records  in  the  qrstem:  Personal  data  on  foreign  ser* 
vice  employees,  such  as  name,  class,  specialty  code,  position, 
foreign  service  ranking  and  findings  of  the  selection  boards  on 
foreign  service  promotions. 

Authority  for  maintenance  of  the  system:  Foreign  Service  Act  of 
1946,  as  amended.  Sec.  611. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Preparation  of  promotion 
projections  and  foreign  service  information  officer  nominations 
lists;  may  be  used  by  Agency's  Equal  Employment  Opportunity  Of¬ 
ficer  in  the  event  of  an  employee  grievance.  Also  see  Prefatory 
Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  Director  General  of  the  Foreign  Service,  U.S. 
Department  of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  aud  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retiievahility:  Manually  retrieved  by  individual  name  and  class. 

Safeguards:  Maintained  in  locked  fOe  cabinets. 

Retention  and  disposal:  Maintained  during  period  of  employment 
with  the  Agency,  records  destroyed  upon  separation  of  the  officer. 

System  managerfs)  and  address:  Chief,  Personnel  Services  Divi¬ 
sion,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notificatlott  procedure:  Assistant  Director,  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20S47. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave..  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Reports  of  Selection  Boards  on  the 
review  of  pertinent  promotion  documentation  such  as  officer 
evaluation;  notifications  of  personnel  actions;  foreign  service  re¬ 
sidency  and  dependency  reports;  notifications  to  officers  of  low 
ranking;  materials  submitted  by  officer  on  his  or  her  own  behalf. 

USIA— 18 

System  name:  General  Counsel’s  Congressional  Correspon¬ 
dence— IGC— USIA 

System  location:  U.S.  Information  Agency,  Office  of  the  General 
Counsel,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individnals  covered  hy  the  system:  Current  and 
former  Members  of  Congress. 

Categories  of  records  in  the  system:  Incoming  and  outgoing  cor¬ 
respondence  to  Members  of  Congress,  including  requests  for  infor¬ 
mation  and  referral  of  job  applicants  by  Members. 

Authority  for  maintenance  of  the  system:  Federal  Records  Act  of 
1950,  as  amended,  44  U.S.C.  3101.  ^ 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  file  for  over¬ 
sight  of  Congressional  requests.  Also  see  Prefatory  Statement  of 
General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 


Storage:  Paper  records  in  file  folders. 

Retrievability:  Indexed  alphabetically  by  individual  name. 

Safeguards:  Maintained  in  bar-lock  ffle  cabinets. 

Retention  and  disposal:  Records  are  kept  as  long  as  the  individual 
is  a  Member  of  Congress,  or  the  files  are  of  active  interest. 
Thereafter  the  records  are  destroyed. 

System  managerfs)  and  address:  General  Counsel  and  Congres¬ 
sional  Liaison,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Letters  from  Members  of  Congress  and 
copies  of  responses  generated  by  various  Agency  personnel. 

USU-19 

System  name:  Legal  Files — IGC — USIA 

System  location:  U.S.  Information  Agency,  Office  of  the  General 
Counsel,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Individuals  who 
have  filed  grievances  or  discrimination  complaints;  employees 
separated  or  considered  for  separation  for  cause;  officers  selected 
out;  individuals  taking  legal  action  against  the  Agency  or  its  em¬ 
ployees;  tort  claimants  and  accident  victims;  employees  and  related 
persons  for  whom  legislative  action  is  sought;  personal  property 
loss  claimants;  employees  and  applicants  raising  legal  issues  con¬ 
cerning  rights  or  benefits. 

Categories  of  records  in  the  system:  Investigatory  reports;  litiga¬ 
tion  reports;  pre-hearing  and  trial  preparatory  materials;  evidence 
for  discovery  and  submission  to  hearing  officers  or  courts; 
pleadings,  briefs,  transcripts,  decisions  and  other  related  docu¬ 
ments. 

Authority  for  maintenance  of  the  system:  The  Federal  Records  Act 
as  amended,  44  U.S.C.  3101. 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  represent  the  Agency 
in  claims  and  other  actions;  to  issue  legal  opinions  or  determina¬ 
tions  on  further  Agency  action.  Also  see  Prefatory  Statement  of 
General  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  Agency  are 
the  Department  of  Justice,  Department  of  State,  Civil  Service  Com¬ 
mission,  Foreign  Service  Grievance  Board  and  the  Employee 
Management  Relations  Committee. 

Records  contained  in  these  fOes  may  be  released  to  agencies  out¬ 
side  the  U.S.  Information  Agency  who  have  statutory  or  other  law¬ 
ful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  the  name  of  the  individual,  and  the  nature  of 
the  legal  action. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  may  be  retained  indefinitely  or 
disposed  of  when  no  longer  useful  or  current. 

System  managerfs)  and  address:  General  Counsel,  1750  Pennsyl¬ 
vania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 
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Record  source  categories:  Information  provided  by  the  individuals 
and  their  attorneys  or  representatives,  and  by  employees  of  the 
Agency;  information  produced  in  the  processing  of  a  claim, 
grievance,  legal  action  or  issue. 

Systems  exempted  from  certain  provisions  of  the  act:  Pursuant  to  S 
U.S.C.  SS2a(kK2)  and  (kK5),  all  investigatory  material  in  the  record 
which  meets  the  criteria  of  these  subsections  is  exempted  from  the 
notice,  access  and  contest  requirements  (under  S  U.S.C.  SS2a(cK3), 
(d),  (eKD.  (eX4KG),  (H)  and  (I),  and  (f)  of  the  Agency  regulations 
in  order  for  the  Agency’s  legal  staff  to  properly  perform  its  func¬ 
tions.  See  also  22  CFR  Part  505. IS  as  published  in  the  Federal  Re¬ 
gister  on  July  21,  1976  (41  FR  30029). 

USIA— 20 

System  name:  Locator  Cards-IOA/S — USIA 

System  location:  U.S.  Information  Agency,  Administrative  Ser¬ 
vices  Division,  General  Services  Branch,  1776  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Categories  of  individnals  covered  by  the  system:  Past  and  present 
domestic  employees  of  USIA. 

Categories  of  records  in  the  system:  Locator  card  prepared  for 
each  domestic  employee,  containing  the  name,  office  location, 
telephone  number,  home  address  and  telephone  number  of  person 
to  contact  in  case  of  emergency. 

Authority  for  maintenance  of  the  system:  USIA’s  Manual  of 
Operations  and  Administration,  Part-II  495.2. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  assist  USIA  elements 
and  others  in  locating  employees;  basic  input  source  for  telephone 
directory;  also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Material  maintained  on  index  cards. 

Retrievability:  Filed  alphabetically  by  name,  sorted  as  to  active 
and  inactive. 

Safeguards:  Cards  maintained  in  index  card  boxes  which  are 
locked  in  bar-lock  cabinets  after  working  hours. 

Retention  and  disposal:  Cards  retained  for  one  year  after  depar¬ 
ture  of  employee  and  disposed  of  by  shredding. 

System  manager(s)  and  address:  Chief,  General  Services  Branch, 
Office  of  Administration  and  Management,  1776  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  individual  on  whom  information  is 
maintained. 

USIA— 21 

System  name:  Master  Employee  Records — IPT — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547,  and  U.S.  Information  Agency  300  “C”  Street,  S.W., 
Washington,  D.C.  20547.  Computer  records  are  maintained  by  the 
Finance  and  Data  Management  Division,  U.S.  Information  Agency, 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  iudividuals  covered  by  the  system:  All  Domestic  and 
Foreign  Service  employees  of  USIA. 

Categories  of  records  in  the  system:  Data  on  employees’  work  ex¬ 
perience,  assignments,  promotions,  transfers,  within-grade  in¬ 
creases,  personnel  actions,  ethnic  origin,  organizational  unit,  em¬ 
ployee  code  numbers,  pay  plan,  tenure  code,  sex,  marital  status, 
age,  dependents,  veterans  preference,  service  computation  date. 


commendations,  evaluation  of  work  performance,  medical  files, 
training,  certificates,  home  address,  next-of-kin  and  information  re¬ 
lated  to  security,  clearances;  work  copies  of  performance  evalua¬ 
tions  accessible  to  rating  officers  (copies  of  which  are  maintained 
at  various  locations  in  the  Agency  under  the  control  of  rating  of¬ 
ficers). 

Authority  (or  mainteuaBcc  of  the  system:  E.O.  10561;  FPM  Chap. 
291-93,  5  use  13-2,  2951,  4118,  4308,  4506;  FPM  Chap.  713  Subch. 
3;  E.O.  14492;  44  USC  3101;  FPM  Chap.  732. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  prepare  reports 
required  by  the  Civil  Service  Commission,  Congress  and  OMB;  to 
assist  personnel  officers  in  flagging  suspense  actions  such  as  ex¬ 
piration  of  LWOP,  within-grade  salary  increase  due  date,  etc.;  used 
by  Civil  Service  Commission  and  investigatory  agencies  to  verify 
employment  and  employee  statements  on  applications  for  employ¬ 
ment  with  other  agencies;  investigation  of  discrimination  com¬ 
plaints;  statistical  reporting  to  CSC  on  minority  employment;  con¬ 
trol  of  personnel  ceilings;  movement  dynamics  and  organizational 
structure  as  required  by  law;  location  of  foreign  service  employees; 
to  conduct  security  checks  and  updating  security  clearances;  for 
preparation  of  employee  performance  rating.  Also  see  Prefatory 
Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are:  The  Department  of  State,  the  Civil  Service  Com¬ 
mission,  Personnel  offices  in  other  government  agencies  as  a  result 
of  a  transfer  or  potential  transfer  of  the  individual  to  whom  the 
record  pertains,  other  agencies  considering  employees  for  detail 
purposes,  the  National  Personnel  Records  Center  upon  separation 
of  the  employee,  for  record  and  credit  checks,  accredited  investiga¬ 
tion  investigators. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Computer  storage  on  discs  and  magnetic  tape,  computer 
reports,  visual  card  file  drawers,  paper  records  in  file  folders. 

Retrievability:  By  employee  name,  agency  element,  employee 
identification  number,  grade,  class,  tenure  code,  retirement  code  or 
other  unique  computer  sorting  capability. 

Safeguards:  Computer  records  are  stored  in  tape  files  or  inter¬ 
nally  in  the  computer  and  cannot  be  physically  accessed  except  by 
authorized  personnel;  all  other  files  are  kept  locked  in  metal  file 
cabinets.  Access  controlled  by  “sign  out’’  records.  By  law,  minori¬ 
ty  codes  and  names  of  employees  never  appear  together  except  to 
“Equal  Employment  Opportunity’’  officers.  Computer  access  to 
EEO  information  controlled  by  written  direction  of  Assistant 
Director  (USIA)  lEO. 

Retention  and  disposal:  Old  computer  reports  destroyed  by 
shredding  when  new  listings  are  produced;  computer  tapes  and 
discs  are  retained  indefinitely;  other  records  are  retained  until  em¬ 
ployee  is  separated,  and  disposed  of  by  transfer  to  Civil  Service 
Commission,  other  employing  agency.  Federal  Records  Center,  or 
destruction  as  directed  by  internal  agency  regulations. 

System  manager(s)  and  address:  Chief,  Personnel  Operations  Divi¬ 
sion,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  room  719,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director,  (USIA),  Public  Information,  room 
719,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  The  employee  himself  or  herself;  em¬ 
ployment  applications;  official  personnel  records;  personnel  action 
forms;  personnel  officers;  administrative  files;  budget  and  person¬ 
nel  authorizations;  employees’  supervisors;  USIA  Office  of  Securi¬ 
ty;  training  officers  and  other  officials  involved  in  personnel 
management. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a  (cK3),  (d),  (eXD,  (eX4XG),  (H),  and  (I),  and  (f). 
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See  22  CFR  Part  SOS.  15  as  pubUshed  in  the  Federal  Register  on 
July  21a  1976  (41  FR  30029). 

USIA— 22 

System  name:  Non-Official  Personnel  Files— USIA 
System  locaUon:  U.S.  Information  Agency,  1776  Pennsylvania ' 
Ave.,  N.W.,  Washington,  D.C.  20547. 

System  location:  U.S.  Information  Agency,  1750  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

System  location:  U.S.  Information  Agency,  1717  “H”  Street, 
N.W.,  Washington,  D.C.  20547. 

System  location:  U.S.  Information  Agency,  601  “D”  Street, 
N.W.,  Washington,  D.C.  20547. 

See  Appendix  I  for  details  of  offices  located  in  Washington,  D.C. 
See  Appendix  II  for  the  locations  of  Agency  offices  located  out¬ 
side  of  Washigton,  D.C. 

Categories  of  individuals  covered  by  the  system:  Current  em¬ 
ployees  and  employees  of  other  agencies  detailed  to  USIA,  and 
who  are  assigned  to  any  of  the  following  Agency  elements: 

Office  of  the  Director 
Office  of  Policy  and  Plans 
Office  of  Research 

Office  of  Equal  Employment  Opportunity 
Office  of  Assistant  Director  (Public  Information) 

Office  of  the  General  Counsel 
Office  of  Security 

Office  of  the  Assistant  Director  (Africa) 

Office  of  the  Assistant  Director  (East  Asia  and  Pacific) 

Office  of  the  Assistant  Director  (Europe) 

Office  of  the  Assistant  Director  (Latin  America) 

Office  of  the  Assistant  Director  (North  Africa,  Near  East  and 
South  Asia) 

Office  of  Administration  and  Management 

Office  of  Personnel  and  Training 

Office  of  the  Assistant  Director  (Information  Centers) 

Office  of  the  Assistant  Director  (Motion  Pictures  and  Television)  • 
Office  of  the  Assistant  Director  (Press  and  Publications) 

(Note:  For  Non-Official  Personnel  Records  maintained  by  the 
Office  of  the  Assistant  Director  (Broadcasting),  see  USIA— 8,  Em¬ 
ployee  Administrative  Files — IBS — USIA). 

Categories  of  records  in  the  system:  Job  descriptions;  personnel 
action  forms;  payroll  change  slips;  service  record  cards;  employee 
locator  cards;  letters  of  commendation  and  other  correspondence; 
material  related  to  employment,  experience,  training,  special 
qualifications  and  skills;  salary  and  leave  records.  (Note:  the  record 
material  listed  above  may  not  be  contained  in  the  files  of  all  Agen¬ 
cy  elements  listed  under  “Categories  of  Individuals  Covered  by  the 
System”). 

Authority  for  maintenance  of  the  system:  FPM-293-31,  Subch.  S-8; 
USIA’s  Manual  of  Operations  and  Administration.  Part  III— 520. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  prepare  requests  for 
personnel  action;  to  provide  convenient  access  to  information  about 
employees,  in  view  of  the  office’s  physical  separaton  from  the  Of¬ 
fice  of  Personnel  and  Training,  which  maintains  Official  Personnel 
Files. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 
Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  Per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  normally  available  to  individuals 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  government  agencies  who  have  statutory  or 
other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposiBg  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Indexed  by  individual  name. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  When  employee  separates  from  the  Agen¬ 
cy,  file  is  forwarded  to  the  Office  of  Personnel  and  Training  for 
screening  and  disposal. 

System  manager(s)  and  address:  Chief,  Secretariat  Staff,  Office  of 
the  Director,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Records  Control  Officer,  Office  of  Policy  and  Plans,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 


Executive  Officer,  Office  of  Research,  1750  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  Equal  Employment  Opportu¬ 
nity,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Access  to  Information  Officer,  Office  of  Ihiblic  Information, 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Administrative  Assistant,  Office  of  the  General  Counsel,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Chief,  Personnel  Security  Division,  Office  of  Security,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (Africa), 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (East  Asia 
and  Pacific),  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (Europe), 
1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (Latin 
America),  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Program  Coordinator,  Office  of  the  Assistant  Director  (North 
Africa,  Near  East  and  South  Asia),  1750  Pennsylvania  Ave.,  N.W., 
Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  Administration  and  Manage¬ 
ment,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  Personnel  and  Training,  1776 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Records  Control  Officer,  Office  of  the  Assistant  Director,  Infor¬ 
mation  Centers,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Executive  Officer,  Motion  Picture  and  Television  Service, 
Patrick  Henry  Building,  601  “D”  Street,  N.W.,  Washington,  D.C. 
20547. 

Executive  Officer,  Press  and  Publications  Service,  1776  Pennsyl¬ 
vania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individual  concerned;  copies 
of  actions  originated  by  the  USIA  Office  of  Personnel  and  Train¬ 
ing;  USIA,  Payroll  Office;  supervisors  of  employees  on  whom 
records  are  maintained. 

USIA— 23 

System  name:  Overseas  Personnel  Files  and  Records — USIA 

System  location:  The  U.S.  Information  Agency  maintains 
establishments  overseas  in  111  foreign  countries  which  are 
designated  as  mission  posts,  branch  posts,  regional  service  centers, 
VOA  relay  stations,  and  media  extensions.  A  current  listing  of 
names  and  addresses  of  overseas  establishments  is  not  considered 
practical  for  Privacy  Act  purposes,  due  to  the  fact  that  such  a  list 
would  require  frequent  amendment.  Changing  of  office  locations, 
opening  of  new  offices,  closing  of  established  offices  and  realign¬ 
ment  of  geographic  areas  have  become  practical  realities  in  con¬ 
ducting  the  Agency’s  mission  overseas.  Individuals  who  feel  that 
records  pertaining  to  themselves  are  maintained  at  any  one  of  our 
overseas  locations  may  contact  the  Agency’s  Office  of  Public  In¬ 
formation,  room  719,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547.  The  Agency  maintains  an  index  of  its  records,  includ¬ 
ing  a  current  listing  of  overseas  posts,  which  is  available  to  the 
public  as  indicated  in  22  CFR  Ch.  V,  Rules  for  Implementing  the 
Freedom  of  Information  Act 

Categories  of  individuals  covered  by  the  system:  Foreign  Service 
employees  of  the  U.S.  Information  Agency  who  are  serving  or  have 
served  at  any  of  the  Agency’s  overseas  establishments. 

Categories  of  records  in  the  system:  Personnel  evaluation  reports, 
travel  orders,  personnel  action  forms,  payroll  change  forms,  traVel 
vouchers,  residence  and  dependency  reports,  correspondence  re¬ 
lated  to  transfer  of  duty  station  or  training  assignments. 

Authority  for  maintenance  of  the  system:  The  Foreign  Service  Act 
of  1946. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Maintained  for  con¬ 
venience  due  to  separation  from  main  office;  for  use  by  senior 
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USIA  officers  at  overseas  establishments  in  evaluating  the  per¬ 
formance  of  subordinate  officers;  for  planning  future  staffing 
requirements;  dates  of  reassignment  of  officers;  entitlement  to 
foreign  service  allowances;  home  address  and  next  of  kin  in  the 
United  States  in  case  of  emergency;  settlement  of  personal  busi¬ 
ness  after  departure  of  employee  from  the  overseas  establishment. 
Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  in  these  files  is  available  only  to  American  foreign 
service  employees  on  a  need-to-know  basis  as  may  be  required  in 
the  performance  of  their  official  duties. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  U.S.  Department  of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  of  the  individual. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Destroyed  three  years  after  employee’s 
departure  from  the  post.  (Reference  USIA’s  Manual  of  Operations 
and  Administration,  Part  III,  Exhibit  630A-3,  Page  3). 

System  manager(s)  and  address:  See  “System  Location”  above. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avc.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  All  documents  contained  in  these 
records  are  duplicates  of  material  originated  by  other  elements  of 
the  U.S.  Information  Agency  or,  in  some  instances,  by  the  Depart¬ 
ment  of  State. 

USIA— 24 

System  name:  Personnel  Security  and  Integrity 

Records- lOS-USIA 

System  location:  Office  of  Security,  Room  911,  U.S.  Information 
Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C^  20547. 

Categories  of  individuals  covered  by  the  system:  All  persons  cur¬ 
rently  or  formerly  employed  or  used  under  contract  in  the  U.S.;  all 
Americans  currently  or  formerly  employed  or  used  under  contract 
in  other  countries;  some  but  not  all  foreign  nationals  currently  or 
formerly  employed  or  used  under  contract  in  other  countries; 
former  applicants  who  were  not  employed;  persons  whose  services 
*  are  or  were  otherwise  utilized  by  a  component  of  USIA,  whether 
compensated  or  not;  prospective  spouses  of  USIA  employees;  and 
other  persons  who  are  significantly  identified  with  persons  whose 
services  have  at  one  time  or  another  been  utilized  or  considered  by 
the  Agency  in  one  or  more  of  the  manners  indicated  herein.  Names 
are  also  cross-indexed  on  persons  not  so  identified  but  who  are  or 
were  significantly  involved  in  non-security  related  administrative 
inquiries  conducted  by  the  Security  Office  of  USIA,  such  as  mal¬ 
feasance,  nonfeasance,  misfeasance,  conflicts  of  interest,  tort  mat¬ 
ters,  equal  employment  opportunity  inquiries  and  other  administra¬ 
tive  investigations  conducted  at  the  request  of  other  elements  of 
the  Agency,  and  on  persons  of  intelligence  and  counterintelligence 
interest  whose  names  appeared  in  the  press,  or  are  contained  in 
documents  furnished  by  the  FBI,  CIA  and  other  intelligence  and 
counterintelligence  agencies  of  the  U.S.  Government. 

Categories  of  records  in  the  system:  Reports  of  Investigation  con¬ 
ducted  by  the  Security  Office  of  USIA  and  by  other  government 
agencies,  inter-office  correspondence,  relevant  correspondence  and 
memoranda  originated  by  other  elements  of  USIA,  other  federal 
agencies,  other  governmental  entities  (i.e.,  state  and  local  authori¬ 
ties),  corporate  and  private  entities  and  by  individuals.  Addi¬ 
tionally,  records  are  maintained  of  security  violations  and  con¬ 
sequent  recommendations  for  discipUnary  action.  The  system  con¬ 
tains  reports  of  briefings  and  debriefings  of  employees  and  other 
performing  services  for  USIA  at  overseas  posts  and  evaluative 
summaries  of  individual  files.  Not  all  files,  however,  contain  all  of 
the  above  elements. 


Antbority  for  maiatouwee  of  the  ^stem:  The  authority  of  the  Of¬ 
fice  of  Security  to  collect  and  maintain  security  data  is  based  on 
Section  1001  of  the  United  States  Information  and  Education 
Exchange  Act  of  1948,  62  Stat.  13,  22  U.S.C.  Section  1434,  as 
amended,  66  Stat.  43,  (1952),  Reorganization  Plan  No.  8  of  1953,  67 
Stat.  642,  Executive  Order  10477  of  August  1,  1953  as  amended, 
the  Act  of  August  26,  1950  64  Stat.  476,  5  U.S.C.A.  3571,  7312, 
7501,  7512  and  7532,  Executive  Order  No.  10450  of  April  27,  1953 
as  amended,  and  Executive  Order  11652  of  March  8,  1972. 

The  authority  of  the  Office  of  Security  to  collect  and  maintain 
certain  administrative  data,  as  the  investigative  arm  of  the  Agency, 
is  based  on  22  USC  1434;  Foreign  Service  Act  of  1946,  Sec.  611; 
Reorganization  Plan  No.  8;  Executive  Order  10477  ;  5  USC  Chap. 
33. 

Roudac  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Making  security  deci¬ 
sions  on  applicants  for  employment.  In  certain  cases  data  in  securi¬ 
ty  files  is  used  by  the  Personnel  Office  and  the  Foreign  Service 
Board  of  Examiners  to  determine  the  qualifications  and  suitability 
of  an  applicant. 

Making  security  decisions  on  Agency  employees  to  determine 
whether  previously  granted  security  clearances  may  remain  in  ef¬ 
fect. 

Making  advisory  opinions  on  individuals  used  by  the  Agency  in  a 
limited  or  unlimited  contractual  manner  or  otherwise  and  granting 
exceptions  to  the  Agency’s  regulations  governing  such  usage  under 
a  delegation  of  authority  from  the  Director. 

Giving  security  certifications  in  writing  or  orally  to  other  Security 
Offices  of  the  Federal  Government. 

Making  security  decisions  as  to  the  advisibility  of  assigning  em¬ 
ployees  to  certain  areas  of  the  world  or  to  certain  positions  within 
the  Agency. 

Making  security  decisions  as  to  the  advisibility  of  certain  promo¬ 
tions  as  required  by  Agency  regulations. 

Making  security  decisions  as  to  granting  an  employee  a  crypto¬ 
graphic  clearance  under  regulations  for  such  clearance  enforced  by 
the  Department  of  State. 

Making  an  advisory  opinion  as  to  the  effect  on  an  employee’s 
security  clearance  of  a  marriage  to  a  non-U.S.  citizen. 

Reviewing  the  files  in  certain  cases  of  non-citizen  employees  of 
USIA  abroad  to  determine  whether  they  may  be  granted  a  security 
certification. 

Reviewing  the  files  of  former  Agency  employees  and  applicants 
never  employed  to  determine  what  investigative  material  must  be 
returned  to  the  Civil  Service  Commission  as  required  by  that  Com¬ 
mission. 

Forwarding  the  investigative  material  to  certain  designated  em¬ 
ployees  of  the  Personnel  Office  and  of  other  offices  of  USIA. 

Advising  duly  authorized  security  officers  of  other  agencies  of 
significant  security  data  in  the  file  of  an  Agency  employee  or  appli¬ 
cant. 

Advising  the  Civil  Service  Commission  that  significant  security 
or  suitability  data  was  developed  during  a  pre-employment  in¬ 
vestigation  of  an  applicant,  or  during  an  investigation  of  an  Agency 
employee  who  left  the  Agency’s  employment  prior  to  a  final  adjudi¬ 
cation  of  the  case. 

To  determine  whether  the  Office  of  Security  has  previous  record 
of  individuals  or  organizations  of  interest  to  the  Agency  as  poten¬ 
tial  employees,  contractors  or  in  some  non-compensated  activity,  or 
previous  record  of  individuals  or  organizations  becoming  of  interest 
as  the  result  of  significant  identification  with  persons  or  organiza¬ 
tions  of  current  interest  to  the  Agency. 

To  determine  what  investigation  might  be  required  in  the 
processing  of  individuals  or  organizations  of  interest  to  the  Agency 
as  potentid  employees  or  contractors,  or  in  non-compensated  use. 

To  determine  specific  areas  of  inquiry  by  Agents  of  the  Office  of 
Security  or  agents  of  other  federal  agencies  acting  in  our  behalf, 
engaged  in  the  various  types  of  security/suitability  investigations 
conducted  by  the  office,  i.e.,  applicant  interviews,  applicant  update 
investigations,  employee  investigations,  administrative  inquiries, 
debriefings  and  employee  interviews. 

To  determine  whether  periodic  updating  of  employee  security 
clearances  are  required  and  further  determine  the  appropriate  scope 
of  update  investigations. 

To  assist  in  determining  the  extent  to  which  allegations  against 
employees  or  applicants  should  be  investigated. 

Review  of  lOS  investigative  material  by  authorized  representa¬ 
tives  of  other  U.S.  Government  agencies  having  security  or  suita¬ 
bility  interests. 
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Furnish  to  the  Department  of  Justice  information  indicating 
possible  violation  of  criminal  laws. 

Review  for  research  projects  originating  from  within  and  outside 
lOS,  i.e.,  surveys  of  exhibit  guide  debriefings,  and  statistical  sur¬ 
veys  regarding  the  conduct  of  various  types  of  investigations  and 
the  results  thereof. 

To  determine  whether  debriefings  are  indicated. 

To  furnish  biographical  data  to  other  elements  of  the  agency. 

To  furnish  data,  to  the  extent  necessary  to  identify  the  individual 
adequately,  to  any  other  record  custodian  in  order  to  obtain  infor¬ 
mation  relevant  to  a  legitimate  investigative  or  intelligence  interest 
of  the  U.S.  Information  Agency. 

To  provide  guidance  for  employees  having  had  and  anticipating 
contacts  with  certain  foreign  nationals. 

To.  assess  recommendations  for  disciplinary  action  based  on 
violations  of  security  regulations. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Individual  files  are  used  by  the  Assistant  Director  (Security)  as 
reference  in  contacts  and  correspondence  with  USIA  Director, 
Deputy  Director,  General  Counsel,  Assistant  Directors  and  other 
USIA  personnel  when  necessary  to  resolve  specific  personnel 
security  matters.  In  addition,  files  are  also  used  by  him  in  cor¬ 
respondence  and  contacts  with  other  government  agency  officials 
when  necessary  to  inform  them  of  information  available  in  USIA 
Office  of  Security  files. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Various  written-entry  document  forms. 

Retrievability:  Indexed  by  serial  file  number  through  card  index 
by  name. 

Safeguards:  Persons  having  access  are  security-cleared  and  must 
establish  a  ‘‘need-to-know’'  the  information  under  routine  use  poli¬ 
cies  and  practices  established  by  Statute,  Executive  Order,  and 
Agency  Regulation.  When  not  in  personal  custody,  files  are  stored 
in  combination-locked  containers  or  intrusion  alarmed  area. 

Retention  and  disposal:  Records  are  retained  indefinitely,  with 
CSC  investigative  reports  returned  to  that  agency  and  the  balance 
of  records  sent  to  archival  storage  when  no  longer  active. 

System  managerfs)  and  address:  Assistant  Director  (Security), 
U.S.  Information  Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (Public  Information) 
U.S.  Information  Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (Public  Information)  U.S.  Informa¬ 
tion  Agency,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re-, 
gister. 

Record  source  categories:  Biographic  and  personal  history  infor¬ 
mation  furnished  voluntarily  by  applicants  and  employees. 

Reports  of  Investigation  conducted  by  the  Civil  Service  Commis¬ 
sion,  the  Federal  Bureau  of  Investigation,  the  Department  of  State 
and  other  government  investigative  agencies. 

Reports  of  Investigation  conducted  by  the  Office  of  Security, 
USIA. 

Investigative  sources  include  information  furnished  by  the  sub¬ 
ject  of  the  investigation  during  personal  interviews,  record  checks 
at  other  government  agencies,  records  of  professional  organiza¬ 
tions,  real  estate  and  rental  agencies,  baptismal  records,  police  and 
credit  records,  interviews  of  former  and  present  employers,  super¬ 
visors,  references,  teachers,  neighbors  and  other  acquaintances. 
Educational  and  medical  records  are  also  checked  when  ap¬ 
propriate. 

Intelligence  reports  relating  to  USIA  interests  which  are 
furnished  by  other  Federal  agencies. 

Various  public  records  and  indices  such  as  those  produced  by 
committees  of  Congress. 

Information  furnished  by  employees  of  USIA,  employees  of 
other  Government  agencies,  nongovernmental  entities  or  members 
of  the  public  at  large  who  occasionally  furnish  information  to  USIA 
in  the  interests  of  national  security  or  the  integritv  of  the  Federal 
service. 


41895 

Systems  exempted  •  from  certain  provisioiis  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a  (cK3),  (d),  (eKD.  (eK4XG),  (H),  and  (I),  and  (f). 
See  22  CFR,  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA— 25 

System  name:  Press  Service  Contributors— IPS— USIA. 

System  location:  U.S.  information  Agency,  Press  and  Publication 
Service,  1776  Pennsylvania  Avc.,.N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Free-lance 
writers,  photographers  and  artists  who  are  available  to  USIA  on  an 
intermittent,  fixed-fee  basis  to  perform  services  for  the  Agency 
outside  of  Washington,  D.C.;  authors  of  newspaper  and  magazine 
articles. 

Categories  of  records  in  the  system:  Copies  of  purchase  orders  is¬ 
sued  to  contributors;  biographic  data  on  contributors,  including  ad¬ 
dresses,  phone  numbers,  type  of  security  clearances,  specialities, 
foreign  languages;  data  on  number  of  times  contributors  have  been 
used  and  fees  paid  for  services;  cross-indexed  records,  by  author, 
of  newspaper  and  magazine  articles  for  which  reprint/translation 
rights  have  been  obtained  covering  republication  by  USIA/USIS 
and/or  the  local  press  outside  the  United  States. 

Authority  for  maintenance  of  the  system:  lAPR — 191.103  issued 
under  authority  of  5  U.S.C.,  Chap.  3  and  Federal  Property  and  Ad¬ 
ministrative  Services  Act  of  1949  (P.L.  152,  81st  Congress)  as 
amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  material  used 
to  select  writers,  artists  and/or  photographers,  as  required,  to  pro¬ 
vide  coverage  of  newsworthy  events,  such  as,  interviews  with 
foreign  visitors  and  students,  and  coverage  of  conferences  outside 
of  Washington,  D.C.;  also  used  to  determine  the  type  of  security 
clearance  held  by  contributor  before  granting  an  assignment;  used 
to  check  on  completion  of  assignment  before  payment  for  services 
is  approved;  for  office  reference  in  identifying  articles,  locating 
authors,  checking  the  extent  of  rights  previously  obtained  and  for 
use  in  the  Agency’s  Overseas  Information  Program.  Also  see  Prefa¬ 
tory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  normidly  available  to  individuals 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  Government  agencies  who  have  statutory  or 
other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system;. 

Storage:  Purchase  order  paper  records  in  file  folders.  Biographic 
data  is  kept  on  3x5  cards. 

Retrievability:  By  name  and  geographic  location  of  the  contribu¬ 
tion;  author  files  maintained  alphabetically  by  name. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Purchase  orders  retained  for  2  years  and 
then  destroyed.  Biographic  data  retained  until  contributor  is  no 
longer  available,  has  died  or  moved;  author  index  retained  in¬ 
definitely. 

System  manager(s)  and  address:  Executive  Office,  Press  and 
Publications  Service,  1776  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Referrals  by  city  editors  of  local 
newspapers;  other  free-lance  contributors;  biographic  data  provided 
by  individual  concerned;  data  on  authors  obtained  from  the 
newspaper  or  magazine  article  in  which  the  original  article  ap¬ 
peared,  from  the  author  directly  or  from  standard  references  such 
as  “Who’s  Who’’  and  “Editor  and  Publisher.” 
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USIA— 2* 

System  name:  Press  Service  Photographer  File — IPS — USIA. 

System  location:  U.S.  Information  Agency,  Press  and  Publications 
Service;  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Free-lance 
photographers  and  picture  agents;  prominent  Americans. 

Categories  of  records  in  the  system:  Personal  data  on  free-lance 
photographers  such  as  name,  address,  telephone  number,  price 
charged  for  services,  specialties,  availability  of  rights,  previous 
USIA  assignments,  evaluations  of  photographer’s  work;  photo¬ 
graphs  of  prominent  Americans. 

Antborlty  for  maintenance  of  the  system:  lAPR — 191.103  issued 
under  authority  of  S  U.S.C.,  Chap.  3  and  the  Federal  Property  and 
Administrative  Services  Act  of  1949  (P.L.  152,  81  st  Congress),  as 
amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  acquire  existing  pic¬ 
tures;  to  select  photographers  for  specific  assignments;  for  general 
photo  research;  for  use  in  the  Agency’s  Overseas  Information  Pro¬ 
gram.  Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  normally  available  to  individuals 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  agencies  who  have  statutory  or  other  lawful 
authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  file  and  paper  records  in  file  folders;  mounted  and 
unmounted  prints;  3x5  index  cards  and  35  mm  and  4x5  trans¬ 
parencies 

Retrievahility:  By  name  of  the  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Paper  records  on  photographers  are  main¬ 
tained  indefinitely,  or  until  individual  is  no  longer  ^available  for  as¬ 
signment;  picture  files  retained  indefinitely  or  until  no  longer  use¬ 
ful;  outdated  pictures  retired  to  Federal  Records  Center. 

System  managerfs)  and  addrem:  Executive  Office,  Press  and 
Publication  Service,  1776  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washin^on,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  contesting 
contents  and  appealing  determinations  by  the  individual  concerned 
"appear  in  the  Rules  Section  of  the  Federd  Register. 

Record  source  categories:  From  the  individuals  concerned;  from 
publications,  photo  agencies,  and  photographer  associations;  photos 
taken  by  USIA  photographers  or  obtained  from  various  news  ser¬ 
vices. 

USIA— 27 

System  name:  Printout  of  Minority  Group  Designator  (MGD)  Data 
System— lEO— USIA. 

System  location:  U.S.  Information  Agency,  Office  of  Equal  Em¬ 
ployment  Opportunity,  1750  Pennsylvania  Ave.,  N.W.,  Washington, 
D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  All  current  em¬ 
ployees  of  USIA. 

Categories  of  records  in  the  system:  Computer  printout  containing 
names  of  all  USIA  employees  identified  by  name,  sex,  race,  na¬ 
tional  origin,  age,  grade,  and  wage  scale. 

Authority  for  maintenance  of  the  system:  Draft  FPM  713,  and 
Public  Law  93-571,  5  U.S.C.  552  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  compile  statistical 
records  of  minority  and  female  employment  and  promotion  within 
the  Agency;  for  inclusion  in  Agency’s  Equal  Employment  Opportu¬ 
nity  Affirmative  Action  Plan;  for  determinations  in  complaints  of 
discrimination. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 


Information  is  made  available  .on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  Civil  Service  Commission. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders  (computer  reports). 

Retrievahility:  By  name,'  sex,  race,  national  origin,  age,  grade,  | 

and  wage  scale. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  maintained  indefinitely. 

System  managerfs)  and  address:  Assistant  Director  (USIA),  Equal 
Employment  Opportunity,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  employee  concerned;  USIA 
personnel  data;  visual  inspection  of  the  employee. 

USIA-^28 

System  name:  Recruitment,  Contractor  and  Vendor  File-IOR-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Research, 

1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Job  applicants; 
prospective  contractors  or  vendors  (or  principals  of  firms);  and  any 
other  individuals  from  whom  services  (whether  compensated  or 
not)  may  be  formally  solicited  by  the  Office  of  Research. 

Categories  of  records  in  the  system:  Resumes,  employment  inqui¬ 
ries  and  related  correspondence;  records  on  the  security  clearance 
status  of  prospective  contractors  or  vendors. 

Authority  for  maintenance  of  the  system:  USIA’s  Manual  of 
Operations  and  Administration,  Part  VIII;  Federal  Records' Act,  44 
use  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  review  qualifications 
of  candidates  for  employment;  to  comply  with  security  regulations 
in  procurement  actions  or  when  soliciting  services  from  outsiders. 

•Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties.  | 

This  information  is  not  normally  available  to  individuals  or  agen-  1 

cies  outside  the  U.S.  Information  Agency,  but  it  may  be  released  to  j 

other  government  agencies  who  have  statutory  or  other  lawful  1 

authority  to  maintain  such  information.  | 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining,  I 

and  dbposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrievahility:  Indexed  alphabetically  by  the  name  of  the  in¬ 
dividual. 

Safeguards:  Files  are  kept  in  bar-lock  file  cabinets. 

Retention  and  disposal:  Security  clearance  status  records  on  con¬ 
tractors  and  vendors  maintained  ir.definitely;  employment  applica¬ 
tions  and  inquiries  are  retained  for  two  years  or  as  long  as  there  is 
an  interest  or  prospect  of  employment  of  the  individual,  at  which 
time,  records  are  disposed  of  in  accordance  with  internal  disposal 
requirements. 

System  manager(s)  and  address:  Executive  Officer,  Office  of 
Researh,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 
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Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to;  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.e  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individuals  concerned  and 
from  USIA’s  Office  of  Security. 

USIA— 29 

System  name:  Recruitment  Records-IGC-USIA 

System  location:  U.S.  Information  Agency,  Office  of  the  General 
Counsel,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
legal  and  summer  intern  positions. 

Categories  of  records  in  the  system:  Inquiries  from  attorneys  and 
law  students  seeking  employment  with  the  Office  of  the  General 
Counsel,  resumes  and  responses  to  inquiries. 

Authority  for  maintenance  of  the  system:  Federal  Records  Act  of 
1950,  as  amended,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  reference  and 
screening  of  candidates  for  vacancies  on  the  Agency’s  legal  staff. 
Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  made  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Filed  alphabetically  by  name. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retention  and  disposal:  Records  are  kept  one  year  and  then 
destroyed  by  shredding. 

System  manager(s)  and  address:  Administrative  Assistant,  Office 
of  the  General  Counsel,  1750  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to;  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Unsolicited  inquiries  and  job  applica¬ 
tions  received  from  individuals  who  are  seeking  employment  with 
USIA’s  legal  staff. 

USIA— 30 

System  name:  Recruitment  Records-IPT-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel  & 
Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547, 
and  300  “C”  Street,  S.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Applicants  for 
foreign  service  or  domestic  employment;  applicants  for  personnel 
or  management  intern  positions;  employees  hired  under  the  worker- 
trainee  program;  individuals  certified  by  the  Civil  Service  Commis¬ 
sion  for  appointment  consideration. 

Categories  of  records  in  the  system:  Employment  application 
forms;  resumes  and  replies  to  employment  inquiries;  personnel 
security  data  forms;  results  of  written,  examinations;  notes  on  inter¬ 
views  by  selection  panels;  records  on  availability  of  job  applicants; 
CSC  employment  certificates. 

Authority  for  maintenance  of  the  system:  44  USC  3101;  FPM  333 
Subch.  1-1,  FPM  Chap,  713,  FPM  Bulletin  713-31,  FPM  332,  Ap¬ 
pendix  B,  FPM  Chap.  731,  FPM  Chap.  732. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  for  recruitment  and 
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evaluating  employment  applicants;  to  determine  Agency  employ¬ 
ment  needs;  evaluation  of  minority  hiring  practices;  selection  of 
candidates  for  intern  and  other  programs;  evaluation  of  progress  of 
employees  on  worker-trainee  programs;  monitor  status  of  pre-em¬ 
ployment  security  investigation.  Also  see  Prefatory  Statement  of 
General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are;  the  Civil  Service  Commission;  the  Director 
General  of  the  Foreign  Service;  U.S.  Department  of  State;  ac¬ 
credited  investigators. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  of  the  individual. 

Safeguards:  Maintained  in  locked  file  cabinets.  . 

Retention  and  disposal:  Records  of  successful  employment  can¬ 
didates  transferred  to  official  personnel  folder;  records  of  unsuc¬ 
cessful  candidates  destroyed;  CSC  certificates  retained  indefinitely; 
security  files  destroyed  after  candidate  is  given  security  clearance; 
other  records  retained  indefinitely  or  disposed  of  in  accordance 
with  Agency’s  internal  regulations. 

System  manager(s)  and  address:  Chief,  Personnel  Operations  Divi¬ 
sions,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to;  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Employment  applicants;  college  trans¬ 
cripts  and  other  recruitment  sources;  test  scores  provided  by  test¬ 
ing  Agency;  notes  prepared  by  selection  panels;  the  Civil  Service 
Commission;  USIA  Office  of  Security. 

Systems  exempted  from  certain  provisions  of  the  act:  Certain 
records  contained  within  this  system  of  records  may  be  exempted 
from  5  U.S.C.  552a(cK3),  (d),  (e)(1),  (e)(4MG),  (H),  and  (I),  and  (f). 
See  22  CFR  Part  505.15  as  published  in  the  Federal  Register  on 
July  21,  1976  (41  FR  30029). 

USIA— 31 

System  name:  Senior  Officer  and  Prominent  Employee  Information 
Files  I/R-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Leaders  of  the 
U.S.  Information  Agency  and  other  prominent  employees. 

Categories  of  records  in  the  system:  Photographs,  biographic  data 
sheets  and  past  press  releases. 

Authority  for  maintenance  of  the  system:  The  Federal  Records 
Act,  44  USC  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  responding  to  press 
inquiries  and  in  the  preparation  of  Agency  press  releases  concern¬ 
ing  leaders  of  the  U.S.  Information  Agency  and  prominent  em¬ 
ployees.  Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

While  this  information  is  generally  available  to  the  public  upon 
request,  it  may  also  be  released  to  other  government  agencies  who 
have  statutory  or  other  lawful  authority  to  maintain  such  informa¬ 
tion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  photographs  in  file  folders. 

Retrievability:  By  name  of  the  individual  employee. 

Safeguards:  Maintained  in  locked  file  cabinets. 
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Retention  and  disposal:  Records  are  disposed  of  upon  separation 
of  the  employee. 

System  managerfs)  and  address:  Deputy  Assistant  Director,  Public 
Information,  17S0  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Nodfication  procednre:  Assistant  Director  (USLA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procednres:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washin^on,  D.C.  20547. 

COntesdag  record  procednres:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  aonree  categories:  The  Department  of  State’s  Biographic 
Register;  from  the  individual  concerned;  copies  of  press  releases 
concerning  the  individual. 

USU— 32 

System  name:  Senior  Officer  Files — IPT — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training.  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  tbe  system:  Employees  in 
grades  GS — 14,  15,  16,  17,  18  and  foreign  service  officer  class 
equivalents  (FSIO,  FSR,  FSLR-1,  2,  3.2) 

Categories  of  records  in  tbe  system:  Biographical,  professional  and 
experience  information  on  employees  nominated  for  senior  level 
positions,  position  descriptions  and  position  evaluations. 

Authority  for  maiatcnance  of  the  system:  FPM  305,  Supp.  305 — I, 
FPM— 300  subch.  3. 

Routiue  uses  of  records  maiutaiiied  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  material  for 
the  Director’s  staff,  element  heads  and  personnel  officers;  place¬ 
ment  of  high  level  employees  in  proper  management  positions  and 
to  insure  their  consideration  for  vacancies  government-wide;  used 
by  personnel  officers  for  personnel  management  functions; 
requested  from  time  to  time  by  CSC,  OMB,  and  Congress  for  posi¬ 
tion  control  of  supergrade  employees.  Also  see  Prefatory  Statement 
of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  ^e  per¬ 
formance  of  their  official  duties. 

The  principal  users  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  are:  the  Civil  Service  Commission;  the  Office  of 
Management  and  Budget;  the  Congress;  personnel  officers  in  other 
government  agencies  as  a  result  of  a  transfer  or  potential  transfer 
of  the  individual  to  whom  the  records  pertain. 

Tbe  information  may  also  be  releas^  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  lor  storiag,  retrieving,  accessing,  retaining, 
and  disposing  of  records  la  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  and  grade  of  individual,  or  combinations 
of  name  and  grade. 

Safeguards:  Maintained  in  locked  file  cabinets. 

Retcation  and  disposal:  Records  maintained  indefinitely,  or  until 
employee  is  separated,  at  which  time  pertinent  information  is  fQed 
in  the  official  pesonnel  folder;  all  other  material  is  destroyed  as 
provkkd  in  Agency  internal  regulations. 

System  managerfs)  and  addrem:  Chief,  Personnel  Operations 
Divison,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

NotiOcatioa  procedure:  Assistant  Director  (USIA),  Public  Infor- 
matin,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  accem  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director,  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Coatesdag  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Official  Personnel  Folders;  from  the 
employee;  element  heads;  position  classifiers. 


USIA— 33 

System  name:  Speaker  File-rlAA— USIA 

System  location:  Office  of  the  Assistant  Director  (Africa),  U.S. 
Information  Agency,  room  519,  1750  Pennsylvania  Ave.,  N.W., 
Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Artists  and 
Speakers  considered  qualified  to  conduct  programs  at  USIA’s  over¬ 
sea  posts  in  sub— Sahara  Africa. 

Categories  of  records  in  the  system:  Biographic  data  on  speakers 
and  artists;  evaluation  of  reports  of  past  service;  itineraries. 

Authority  for  maintenance  of  the  system:  The  Federal  Records 
Act.  44  use  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  provide  basic  person¬ 
nel  and  program  information  in  order  to  arrange  regional  schedules 
for  speakers  and  artists.  Also  see  Prefatory  schedules  for  speakers 
and  artists.  Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  Uie  per¬ 
formance  of  their  official  duties.  Information  in  these  records  is  not 
normally  made  available  to  individuals  or  agencies  outside  USIA, 
but  records  may  be  released  to  other  government  agencies  who 
have  statutory  or  other  lawful  authority  to  maintain  such  informa¬ 
tion. 

Polidct  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  the  name  of  the  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets. 

,  Retention  and  disposal:  Records  are  held  as  long  as  the  individual 
is  a  prosective  speaker  or  artist. 

System  manager(s)  and  address:  Regional  Cultural  Affairs  Officer, 
Office  of  the  Assistant  Director  (Africa).  U.S.  Information  Agency, 
1750  Pennsylvania  Ave.,  N.W.,  Washington.  D.C.  20547. 

Notification  procednre:  Assistant  Director,  (USIA),  Public  Infor¬ 
mation  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Originated  through  correspondence  with 
speakers  and  correspondence  with  individual  USIA  posts  overseas. 

USIA— 34 

System  name:  Speaker  File— lEA — USIA 

System  location:  U.S.  Information  Agency,  Office  of  the 
Assistant  Director,  East  Asia  and  Pacific,  1750  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Prospective  in- 
dividuid  and  actual  speakers  at  USIA  overseas  posts  in  the  East 
Asia  and  Pacific  geographic  area.  Speakers  may  include  STAGS, 
volunteers,  U.S.  Government  officials,  and  others. 

Categories  of  records  in  the  system:  Biographic  data  on  prospec¬ 
tive  speakers,  including  lists  of  topics,  dates  of  previous  service  to 
USIA,  travel  vouchers  processed,  amounts  charged  Agency  and 
method  of  payment,  and  in  some  cases,  evaluations  of  speakers  by 
overseas  posts. 

Authority  for  maintenance  of  the  system:  Federal  Records  Act,  44 
use  3101. 

Routine  uses  of  records  maintained  in  tbe  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Biographic  data  and 
evaluations  of  speakers  and  their  suitability  to  engage  in  Agency 
programs.  Also  see  Prefatory  Statement  of  (General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  ^e  per¬ 
formance  of  their  official  duties. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  U.S.  Department  of  State. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 
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Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  Indexed  by  name  of  the  individual. 

Safeguards:  Maintained  in  locked  file  cabinets,  available  only  to 
authorized  persons. 

Retention  and  disposal:  Retained  as  long  as  the  speaker  has  topi¬ 
cality  for  area  programs.  Records  are  destroyed  thereafter  in  ac¬ 
cordance  with  Agency’s  internal  records  retirement  procedures. 

System  manager(s)  and  address:  Program  Coordinator,  Office  of 
the  Assistant  Director,  East  Asia  and  Pacific,  1750  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA)  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Ruld^  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Originated  through  correspondence  with 
speakers  and  correspondence  with  individual  USIA  posts  overseas. 

USIA— 35 

System  name:  Speaker  Name  Files — ICS — USIA 

System  location:  U.S.  Information  Agency,  1717  “H”  Street, 
N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  American  spe¬ 
cialists  and  experts  in  a  variety  of  fields  who  have  participated  or 
been  considered  for  participation  in  the  Volunteer  Speakers  Pro¬ 
gram. 

Categories  of  records  in  the  system:  A  typical  file  contains  the  fol¬ 
lowing  information  on  or  about  speakers  and  prospective  speakers 
in  the  Volunteer  Speakers  Program  administered  by  the  U.S.  Infor- 
maton  Agency;  Biographic  data  including  education  and  profes¬ 
sional  experience,  correspondence  between  the  speaker  and  ICS 
and  communications  between  the  Agency  and  its  overseas  posts  re¬ 
garding  the  speaker’s  participation  in  the  program.  Many  of  these 
files  also  include  the  results  of  requests  for  security  information 
from  the  Office  of  Security,  USIA. 

Authority  for  maintenance  of  the  system:  Executive  Order  No. 
11034  and  Executive  Order  11034  as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Speakers  files  are  used 
routinely  by  program  development  officers,  program  assistants  and 
clerical  personnel  in  the  daily  conduct  of  the  speaker  program. 
They  are  occasionally  consulted  by  other  Agency  personnel  for 
such  purposes  as  preparing  advance  publicity  on  speakers  who  will 
lecture  abroad  under  USIS  auspices.  Also  see  Prefatory  Statement 
of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  files  is  not  normally  available  to  individuals 
or  agencies  outside  the  U.S.  Information  Agency,  but  records  may 
be  released  to  other  government  agencies  who  have  statutory  or 
other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  The  files  are  stored  in  individual  folders  by  name  and 
consist  of  the  types  of  information  specified  under  “Category  of 
Record.’’ 

Retrievability:  File  folders  are  indexed  alphabetically  by  name 
and  filed  under  five  major  subjects:  Arts  and  Humanities, 
Economics,  International  Political  and  Security  Affairs,  Political 
and  Social  Processes,  and  Science  and  Technology. 

Safeguards:  The  files  are  kept  in  locked  file  cabinets  and,  when 
open  during  office  hours,  are  always  tended  by  one  or  more  em¬ 
ployees.  Only  appropriate  personnel  are  normally  allowed  to  con¬ 
sult  these  files  routinely.  Other  Agency  personnel  wishing  to  con¬ 
sult  them  are  asked  to  identify  themselves.  U.S.  government  per¬ 
sonnel  other  than  USIA  very  rarely  seek  access  to  these  files. 
When  they  do,  they  are  asked  to  produce  specific  identification. 


Retention  and  disposal:  These  records  are  normally  maintained 
for  approximately  3  years.  Afterward,  they  are  retired  to  the  USIA 
archives  for  a  period  of  from  5-7  years. 

System  manager(s)  and  address:  Speaker  Coordinator,  U.S.  Infor¬ 
mation  Agency,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  determinations  by  the  in¬ 
dividual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Without  significant  exceptions,  the  in¬ 
formation  on  individuals  maintained  in  these  files  has  come  from 
the  individual  concerned  or,  occasionally,  from  others  at  the 
request  of  that  individual. 

USIA— 36 

System  name:  Advisory,  Referral  and  Counseling 

Records— IPT— USIA. 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  Employee-Management  Relations  Division,  1776 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Employees  with 
serious,  job-related  or  medical  problems  such  as  alcoholism,  drug 
abuse  or  behavioral  problems. 

Categories  of  records  in  the  system:  Confidential  statements  relat¬ 
ing  to  specific  problems. 

Authority  for  maintenance  of  the  system:  Public  Law  91-616,  Sec. 
201  (Comprehensive  Alcohol  Abuse  and  Alcoholism  Prevention, 
Treatment  and  Rehabilitation  Act  of  1970);  Public  Law  92-255,  Sec. 
413  (Drug  Abuse  Treatment  Act  of  1972). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  on  occasion  to  pro¬ 
vide  necessary  background  to  medical  personnel  to  arrange  for 
medical  examinations  or  treatment  of  employees.  The  program  is  a 
confidential  resource  within  the  Agency  available  voluntarily  to  em¬ 
ployees  for  assistance  with  personal  or  job-related  problems.  Em¬ 
ployees  are  advised  of  rights,  obligations  as  well  as  benefits  availa¬ 
ble;  referrals  of  employees  to  professional  resources  within  the 
Government  and  in  the  community;  continuing  on-the-job  counsel¬ 
ing  is  available. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Without  the  express  written  consent  of  the  employee,  this  infor¬ 
mation  is  not  available  to  other  personnel  of  the  U.S.  Information 
Agency.  The  only  user  of  this  information  outside  the  U.S.  Infor¬ 
mation  Agency  is  the  Department  of  State,  Deputy  Assistant  Secre¬ 
tary  for  Medical  Services,  with  the  employee’s  consent. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  the  employee’s  name. 

Safeguards:  Records  are  maintained  in  a  combination  bar-lock 
cabinet  at  all  time,  accessible  only  to  the  Advisory,  Referral  and 
Counseling  Officer. 

Retention  and  disposal:  Records  retained  as  long  as  individual  is 
an  employee  of  the  Agency;  file  destroyed  by  shredding  when  em¬ 
ployee  is  separated,  or  when  incumbent  counselor  is  separated 
from  the  Agency;  exceptions  to  rules  for  retention  can  be  made 
only  with  the  concerned  employee’s  specific  approval. 

System  manager(s)  and  address:  Advisory,  Referral  and  Counsel¬ 
ing  Officer,  Office  of  Personnel  and  Training,  1776  Pennsylvania, 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 
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Record  source  categories:  Principally  from  the  individual  con¬ 
cerned;  background  information  provided  by  the  person  who  in¬ 
itiates  referral  of  the  employee,  such  as  supervisors  or  medical  per¬ 
sonnel. 

USIA— 37 

System  name:  Book  Adaptation  Files— IC A— USIA 

System  location:  U.S.  Information  Agency,  Information  Center 
Service,  1717,  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  indivhlnals  covered  by  the  system:  Authors  of  books 
selected  for  inclusion  in  the  Current  Thought  Series  and  the  Ladder 
Series;  contractual  adapters  of  books. 

Categories  of  records  in  the  system:  Correspondence  with  authors; 
rights  agreements  for  use  of  books;  USIA  book  appraisals  and 
reviews;  biographic  data  on  authors;  correspondence  with  and  bio¬ 
graphic  data  and  namecheck  forms  on  adapters;  correspondence 
with  contracting  agency  concerning  contractual  arrangements  with 
adapters,  qualifying  tests  and  sample  material  submitted  by  adap¬ 
ters. 

Authority  for  maintenance  of  the  system:  Executive  Order  11034, 
as  amended.  Public  Law  87-256,  Mutual  Educational  and  Cultural 
Exchange  Act  of  1%I. 

Rontiae  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Reference  material  for 
determination  of  suitability  of  books  for  use  in  the  Agency’s  Cur¬ 
rent  Thought  Series  and  Ladder  Series;  to  arrange  for  clearances  to 
use  books  in  Agency  programs;  for  the  selection  of  adapters  who 
can  adapt  books  for  use  by  foreign  nationals;  final  clearance  of 
adaptation  by  authors  of  books. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Polkks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Card  records  and  paper  records  in  file  folders. 

RetrievabilHy:  By  individual  name,  by  date  of  assignment,  or 
both. 

Safeguards:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  disposal:  Biographic  data  and  personnel  statistical 
data  subject  to  update  periodically;  old  records  destroyed  by 
shredding  when  no  longer  needed. 

System  managerfs)  and  address:  Chief,  Foreign  Service  Personnel 
Office,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20457. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Officer  Evaluation  Reports;  official  ad¬ 
ministrative  file  (OPP);  records  of  interviews  and  correspondence 
with  officers;  minutes  of  meetings  held  to  discuss  assignment  of 
Foreign  Service  Officers  by  the  career  management  staff. 

USIA-38 

System  name:  Career  Counseling  Records— IPT — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  the  system:  All  foreign  ser¬ 
vice  officers  of  the  Agency. 

Categories  of  records  in  the  system:  Computer  listing  of  work  ex¬ 
perience  and  biographic  data;  assignment  history  data;  education 
data;  position  data;  grade;  title;  post  of  assignment;  date  of  employ¬ 
ment  with  USIA;  dependents,  proposed  position  detail  to 
’’p^line”  complement;  roster  of  personnel  available  for  domestic 
assignments;  notes  of  personnel  discussions  between  counselors 
and  individual  clients  on  preferences  and  other  factors  bearing  on 
assignments. 


Authority  for  maintenance  of  the  system:  The  Foreign  Service  Act 
of  1946  as  amended. 

Routine  uses  of  records  maintained  in  the  syston,  incinding  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  by  career  coun- 
selora  and  personnel  officers  for  assignment  and  rotation  of  Agency 
foreign  service  officers,  within  USIA  or  to  other  federal  agencies 
to  which  assignment  of  detail  may  be  made. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  ^ency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  reconb  in  the  system: 

Storage:  Card  records  and  paper  records  in  file  folders. 

Retrievahility:  By  individual  name,  by  date  of  assignment,  or 
both. 

Safeguards:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  disposal:  Biographic  data  and  personnel  statistical 
data  subject  to  update  periodically;  old  records  destroyed  by 
shredding  when  no  longer  needed. 

System  manager(s)  and  address:  Chief,  Foreign  Service  Personnel 
Office,  1776  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Avenue,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contestfaig  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initiid  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federsd  Re¬ 
gister. 

Record  source  categories:  Officer  Evaluation  Reports;  official  ad¬ 
ministrative  file  (OPP);  records  of  interviews  and  correspondence 
with  officers;  minutes  of  meeting  held  to  discuss  assignment  of 
Foreign  Service  officers  by  the  career  management  staff. 

USIA— 39 

System  name:  Employee  Parking — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  General  Services  Branch,  1776  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

U.S.  Information  Agency,  Broadcasting  Service,  “Voice  of 
America,’’  330  Independence  Ave.,  S.W.,  Washington,  D.C.  20547. 

Categories  of  indhridnals  covered  by  the  system:  Agency  em¬ 
ployees  assigned  USIA  controlled  parking  spaces;  employees  await¬ 
ing  assignment  of  vacated  parking  spaces. 

Categories  of  records  in  the  system:  Names,  office  locations  and 
telephone  numbers  of  employees  assigned  parking  space;  partici¬ 
pants  in  car-pools;  records  of  payments  for  parking  space  use; 
records  on  employees  with  physical  handicaps  and  doctors  or 
others  to  contact  in  case  of  emergency;  waiting  list  of  employees 
desiring  assignment  of  official  parking  space. 

Authority  for  maintenance  of  the  system:  General  Services  Ad¬ 
ministration  Regulations  dated  February  6,  1974,  prescribing  regula¬ 
tions  regarding  the  use  of  federally  controlled  parking  spaces. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Assignment  of  parking 
space  to  Agency  executives;  to  assure  fairness  in  the  assignment  of 
parking  space  to  employees  and  to  give  priority  to  the  handicapped 
and  to  car-pools;  to  assure  timely  payment  of  fees  for  parking 
space. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  ^e  per¬ 
formance  of  their  official  duties. 

The  information  may  also  be  released  to  other  government  agen¬ 
cies  who  have  statutory  or  other  lawful  authority  to  maintain  such 
information. 

The  principal  user  of  this  information  outside  the  U.S.  Informa¬ 
tion  Agency  is  the  General  Services  Administration. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folders. 
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Retricvability:  By  name  of  the  employee. 

Safeguards:  Maintained  in  bar-lock  cabinets. 

Retention  and  disposal:  Records  destroyed  when  employee 
relinquishes  assigned  parking  space  or  is  separated  from  the  Agen¬ 
cy. 

System  manager(s)  and  address:  Executive  Officer,  Broadcasting 
Service,  “Voice  of  America,”  HEW-N  Bldg.,  330  Independence 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Chief,  General  Services  Branch,  1776  Pennsylvania  Ave.,  S.W., 
Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  All  information  obtained  from  in¬ 
dividuals  concerned. 

USIA— 40 

System  name:  Employment  Requests — IPT — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  the  system:  Individuals  seek¬ 
ing  employment  with  the  Agency. 

Categories  of  records  in  the  system:  Letters,  memos,  resumes, 
recommendations,  biographic  data  and  referrals  submitted  to  the 
Assistant  Director,  Personnel  and  Training,  for  the  purpose  of  sol¬ 
iciting  consideration  for  employment  with  the  Agency. 

Authority  for  maintenance  of  the  system:  The  Federal  Records 
Act,  44D.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  answer  inquiries  from 
Members  of  Congress  regarding  employment  opportunities  for  con¬ 
stituents;  referrals  to  Agency  elements  for  qualification  evaluations. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  detaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  of  the  individual. 

Safeguards:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  disposal:  Records  retained  until  no  longer  useful, 
or  until  after  5  years  from  date  of  submission,  whichever  is  first. 
Records  are  destroyed  by  shredding. 

System  manager(s)  and  address:  Assistant  Director,  Personnel  and 
Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procredures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Unsolicited  information  submitted  to 
the  Agency  by  individuals  seeking  information  on  employment  pos¬ 
sibilities. 

USIA— 41 

System  name:  Exhibit  Guide  Training  File — ICS — USIA. 

System  location:  U.S.  Information  Agency,  Information  Center 
Service,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 


Categories  of  individuals  covered  by  the  system:  Translators  and 
various  instructors  hired  periodically  by  the  Information  Center 
Service  to  train  Exhibit  Guides  before  assignment  overseas. 

Categories  of  records  in  the  system:  Biographic  data,  security 
name-check  forms,  history  of  assignments  with  the  Agency,  and 
routine  correspondence. 

Authority  for  maintenance  of  the  system:  Executive  Order  11034, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  A  ready  reference  file 
for  locating  specialists  and  translators,  evaluating  their  qualifica¬ 
tions  and  determining  their  availability  to  train  individuals  hired  by 
the  Agency  for  overseas  assignments  as  Exhibit  Guides. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Storage:  Paper  records  in  file  folders. 

Retrievability:  By  name  of  the  individual. 

Safeguards:  Records  maintained  in  bar-loc’:  cabinets,  available 
only  to  authorized  personnel. 

Retention  and  disposal:  Records  kept  as  long  as  person  is  of  em¬ 
ployment  interest  and/or  employed.  Files  are  destroyed  by  burning 
when  no  longer  needed. 

System  manager(s)  and  address:  Records  Control  Officer,  Ex¬ 
hibits  Development  and  Production  Division,  U.S.  Information 
Agency,  1717  H  Street,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procednres:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initisd  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister.. 

Record  source  categories:  Information  included  in  these  records  is 
submitted  or  authorized  by  the  individual  concerned  and  is  availa¬ 
ble  for  his  or  her  review. 

USIA— 42 

System  name:  Exhibit  Specialist  Grantees — ICS — USIA. 

System  location:  U.S.  Information  Agency,  Information  Center 
Services,  1717  H  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Private  in¬ 
dividuals  under  grant  or  contractual  agreement  with  the  Agency,  or 
Government  employees  on  temporary  duty  assignments  with  USIA, 
to  provide  services  to  Agency  exhibits  as  expert  specialists,  usually 
involving  overseas  travel. 

Categories  of  records  in  the  system:  Name,  address,  itinerary  of 
travel,  description  of  services,  records  of  security  clearance  and  of 
grants  or  orders,  resume  of  career  and  list  of  publications,  cor¬ 
respondence,  informal  evaluations  of  performance  as  an  exhibit 
specialists,  photographs,  publications  by  the  concerned  individuals. 

Authority  for  maintenance  of  the  system:  Executive  Order  11034, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  u.sers  and  the  purposes  of  such  uses:  Used  for  the  purpose  of 
selecting  specialists  in  various  fields  to  assist  in  the  design  of  ex¬ 
hibits  for  use  overseas;  as  consultants  during  fabrication  of  ex¬ 
hibits;  to  assist  USIA  personnel  overseas  to  construct  exhibits. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  Government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 
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RctrievabilHy:  By  show  name,  the  word  “specialist,”  followed  by 
individual’s  name. 

Safcgnards:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  disposal:  Records  kept  as  long  as  individual  is  of 
employment  interest  and/or  employed.  Files  are  destroyed  by  burn¬ 
ing  when  no  longer  needed. 

System  manager(s)  and  address:  Records  Control  Officer,  Infor¬ 
mation  Center  Service,  U.S.  Information  Agency,  1717  H  Street, 
N.W.,  Washington,  D.C.  20547. 

Nottfkation  procednre:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  included  in  records  was 
either  submitted  or  authorized  by  the  individual  concerned,  or  was 
available  from  public  sources,  such  as  book  reviews  or  material 
printed  in  various  publications;  National  Agency  namecheck  info- 
mation  is  obtained  through  the  Agency’s  Office  of  Security. 

USIA— 43 

System  name:  Foreign  Service  Locator  File— IPT— USIA. 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  Employee  Relations  and  Retirement  Branch,  1776 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  All  Agency 
foreign  service  employees. 

Categories  of  records  in  the  system:  For  foreign  service  em¬ 
ployees:  employees’  present  place  of  assignment  overseas,  position 
held,  home  address,  address  of  next-of-kin,  employee’s  personal 
bank. 

Authority  for  maintenance  of  the  system:  The  Federal  Records 
Act,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  nsers  and  the  purposes  of  such  uses:  Used  by  USIA  officials 
to  locate  a  Foreign  Service  employee;  salary  deposits;  informing 
next-of-kin. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  Government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Poikks  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  information  maintained  on  5x8  index  cards. 

Rctrievability:  By  the  officer’s  name. 

Safeguards:  Records  are  under  surveillance  by  authorized  em¬ 
ployees  during  working  hours,  and  by  security  guards  after  official 
working  hours. 

Retention  and  disposal:  Locator  information  is  constantly  chang¬ 
ing,  thus  not  a  permanent  record;  locator  card  is  removed  from  the 
file  when  the  officer  is  separated  from  the  Agency. 

System  managerfs)  and  address:  Chief,  Employee  Relations  and 
Retirement  Branch,  Office  of  Personnel  and  Training,  1776 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  officer  concerned;  copies  of 
Personnel  Action  Forms  (SF-50);  travel  memos. 


USIA-44 

System  name:  Information  Center  Service  Contractors  and  Gran¬ 
tees— ICS— USIA 

System  location:  U.S.  Information  Agency,  Information  Center 
Service,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Private  in¬ 
dividuals  who  are  under  grant  or  contractual  agreement  with  the 
Agency’s  Information  Center  Service  to  provide  goods  or  services 
required  in  conducting  cultural  programs. 

Categories  of  records  in  the  system:  Name,  address,  itinerary  of 
travel,  goods  and/or  services  to  be  provided  to  the  Information 
Center  Service  under  grant,  contract  or  purchase  order  grant; 
records  of  payments  for  services  rendered  or  goods  delivered. 

Anthority  for  maintenance  of  the  system:  Executive  Order  110477 
of  August  1,  1953;  Executive  Order  10822  of  May  20,  1953,  imple¬ 
menting  Section  2(d)  of  the  Reorganization  Plan  No.  8  of  1953. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Files  are  used  by  the 
Budget  Office  and  the  Executive  Office  staffs  of  the  Agency’s  In¬ 
formation  Center  Service  as  reference  material  to  assure  proper  ex¬ 
penditure  of  Agency  funds,  to  monitor  the  completion  of  grant  or 
contractual  arrangements,  and  to  assure  proper  payment  for  goods 
delivered  or  services  rendered. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folders. 

Retrievability:  By  document  number  cross-referenced  by  a  name 
card  file. 

Safeguards:  Maintained  in  bar-lock  file  cabinets. 

Retention  and  dispcMal:  Records  of  transactions  over  10,000  dol¬ 
lars  retained  for  six  years,  then  sent  to  the  Federal  Records  Center. 
For  transactions  under  10,000  dollars,  records  retained  for  three 
years,  then  sent  to  Federal  Records  Center. 

System  manager(s)  and  address:  Budget  Officer,  Information 
Center  Service,  1717  “H”  Street,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individual  concerned;  copies 
of  contracts  and  grants;  travel  authorizations  provided  by  Agency 
Transportation  Branch;  copies  of  invoices  for  payment. 

USIA— 45 

System  name:  Mailing  Lists— lOA/SS— USIA 
System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  Reproduction  and  Special  Services  Branch, 
1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individnals  covered  by  the  system:  USIA  domestic 
and  Foreign  Service  officers;  radio  station  managers,  personalities 
and  technicians;  foreign  correspondents;  American  and  foreign 
diplomats;  librarians;  scholars;  Members  of  Congress;  information 
counselors  of  other  Federal  agencies  and  the  military;  officers  of 
international  organizations;  American  journalists;  newspaper  and 
magazine  editors  and  publishers;  public  relations  officers;  musi¬ 
cians;  historians. 

Categories  of  records  in  the  system:  Records  contain  name,  ad- 
*dress,  occupation,  title  and  profession  of  individuals  who  need  to 
have  access  to,  or  have  requested  information  concerning:  Agency 
publications,  news  pictures,  reports  on  current  issues  and  other  re¬ 
ports;  messages  for  overseas  distribution;  press  releases;  USIA 
Manual  of  Operations  and  Administration;  adaptations  and  conden- 
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sations;  current  events  picture  packs;  FYI  kits;  VOA  frequency 
schedule;  standsby  officer  lists;  special  packets;  Music  USA 
packets;  VOA  program  highlights. 

Antbority  for  maintenance  of  the  system:  Public  Law  402. 

Rontine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Mailing  lists  are  used  by 
Agency  elements  to  distribute  printed  materials  to  Agency  person¬ 
nel  who  need  access  to  such  information  in  the  performance  of 
their  duties,  and  to  members  of  the  public  listed  under  Categories 
of  Individuals  covered  by  the  system  as  shown  above  who  have 
requested  such  information,  or  who  have  a  professional  need  and 
interest  in  acquiring  such  information. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Addressograph  plates  filed  in  special  drawers. 

Retrievability:  By  code  number  of  the  distribution  list  and  the 
subject  matter  of  the  printed  material,  and  then  by  name  arranged 
alphabetically. 

Safeguards:  Maintained  in  locked  cabinets  when  not  in  use. 

Retention  and  disposal:  Plates  are  updated  frequently,  with  old 
plates  removed  from  the  system  and  destroyed. 

System  manager(s)  and  address:  Chief,  Reproduction  and  Special 
Services  Branch,  U.S.  Information  Agency,  1776  Pennsylvania 
Ave.,  M.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  From  the  individual  concerned  and 
from  public  documents  such  as  Congressional  and  professional 
directories  and  journals. 

USIA— 46 

System  name:  Officer  Assignment  Requests — IPT — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Personnel 
and  Training,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C. 
20547. 

Categories  of  individuals  covered  by  the  system:  Agency  officers 
who  have  written  or  spoken  to  the  Assistant  Director,  Office  of 
Personnel  and  Training,  regarding  assignment  preferences  or 
problems. 

Categories  of  records  in  the  system:  Letters,  memos,  and  occa¬ 
sionally  biographic  data  submitted  by  the  individual  seeking  particu¬ 
lar  assignments;  written  answers  to  specific  requests. 

Authority  for  mainteuance  of  the  system:  The  Federal  Records 
Act,  44  U.S.C.  3101. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  exclusively  by  the 
Assistant  Director  and  the  Deputy  Assistant  Director,  Office  of 
Personnel  and  Training,  for  discussion  of  officer  assignments  and 
officer  career  interests. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  Records  in  file  folders. 

Retrievability:  By  the  name  of  the  individual. 


Safeguards:  Maintained  in  metal  bar-lock  file  cabinets. 

Retention  and  disposal:  Usually  retained  until  officer  is  assi^ed 
or  for  longer  period  depending  upon  the  assignment  actions; 
destroyed  when  no  longer  needed. 

System  manager(s)  and  address:  Assistant  Director,  Office  of  Per¬ 
sonnel  and  Training,  U.S.  Information  Agency,  1776  Pennsylvania 
Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initi^  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Feder^  Re¬ 
gister. 

Record  source  categories:  From  the  officer  requesting  assignment 
consultation,  replies  of  the  Assistant  Director,  Office  of  Personnel 
and  Training,  to  such  requests.  ' 

USIA— 47 

System  name:  Official  Travel  Records — lOA/ST — USIA 

System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  Transportation  Branch,  1776  Pennsylvania 
Ave.,  N.W.,  Washington;  D.C.  20547. 

Categories  of  individuals  covered  by  tbe  system:  Past  and  present 
USIA  employees  and  private  citizens  who  have  traveled  under 
Agency  auspices. 

Categories  of  records  in  the  system:  Travel  authorizations,  docu¬ 
ments  related  to  shipment  and  storage  of  personal  effects  and  au¬ 
tomobiles,  worksheets  on  itineraries  and  correspondence  related  to 
the  above.  Records  of  active  passports  and  passports  issued. 
Records  of  temporary  duty  travel.  Location  and  cost  of  storage  of 
personal  effects. 

Authority  for  maintenance  of  the  system:  Supplemental  Appropria¬ 
tions  Act  of  1955,  Public  Law  663,  Section  1311  (83d  Congress)  (31 
U.S.C.  200);  Section  3679  of  the  Revised  Statutes,  as  amended.  An¬ 
tideficiency  Act  (31  U.S.C.  665). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  Used  as  reference 
materia]  by  the  staff  of  the  Agency’s  Transportation  Branch,  and  as 
authorization  for  issuance  of  transportation  requests,  travel  ad¬ 
vances,  and  passports;  for  payment  to  carriers  for  transportation  of 
travelers  and  their  personal  effects;  for  payment  to  storage  and 
transfer  companies  for  the  packing  and  storage  of  household  ef¬ 
fects. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  file  folders  and  in  index 
boxes. 

Retrievability:  Indexed  alphabetically  by  name. 

Safeguards:  Passports  and  related  material  such  as  correspon¬ 
dence  and  messages  are  kept  in  bar-lock  cabinets.  Other  records 
are  kept  in  unlocked  cabinets  which  are  under  surveillance  of 
authorized  employees  during  the  working  day,  and  by  security 
guards  after  official  working  hours. 

Retention  and  disposal:  Temporary  duty  travel  authorizations  are 
maintained  for  four  years  and  then  sent  to  a  Federal  records  center. 
All  other  records  are  retained  indefinitely,  or  until  after  an  em¬ 
ployee  has  been  separated  from  the  Agency  for  six  months. 

System  managcr(s)  and  address:  Chief,  Transportation  Branch, 
U.S.  Information  Agency,  1776  Pennsylvania  Ave.,  N.W.,  Washing¬ 
ton,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 
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Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Travel  request  forms  initiated  by  vari¬ 
ous  Agency  elements;  information  regarding  personal  and 
household  effects  obtained  from  the  traveler  and  from  carriers; 
passport  information  received  from  the  Department  of  State's  Pass¬ 
port  Office. 

USIA— 48 

System  name:  Photographers  and  *  Photographs  for  Exhibits 
Use-ICS— USIA 

System  location:  U.S.  Information  Agency.  Exhibits  Division, 
1717  H  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Names  and  ad¬ 
dresses  of  photographers  hired  by  the  Information  Center  Service 
to  provide  photographs  suitable  for  use  in  the  Agency’s  overseas 
Exhibits  Program;  collection  of  photographs  for  possible  use  in  Ex¬ 
hibits  programs  with  the  names  and  addresses  of  the  individuals 
holding  copyrights. 

Categories  of  records  in  the  system:  Correspondence  with  in¬ 
dividuals  concerning  employment  with  the  Information  Center  Ser¬ 
vice  to  perform  photographic  services;  personal  data  on  photog¬ 
raphers  such  as  name,  address,  telephone  number,  price  charged 
for  services,  specialties,  availability  of  rights,  previous  USIA  as¬ 
signments,  evaluation  of  photographer’s  work;  names  and  ad¬ 
dresses  of  persons  owning  rights  to  photographic  work  considered 
suitable  for  overseas  exhibits. 

Authority  for  maintenance  of  the  system:  Executive  Order  11034, 
as  amended. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  acquire  existing  pic¬ 
tures;  to  select  photographers  for  specific  assignments;  for  general 
photo  research;  for  use  in  the  Agency’s  Exhibits  Program. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  and  photographs  maintained  in  file  fol¬ 
ders. 

Retrievability:  By  name  of  the  individual. 

Safeguards:  Maintained  in  combination  bar-lock  cabinets. 

Retention  and  disposal:  Records  kept  as  long  as  person’s  photo¬ 
graphs  are  of  interest  for  use  in  particular  exhibits.  Files  are 
destroyed  by  burning  when  no  longer  useful. 

System  managerfs)  and  address:  Records  Control  Officer,  Ex¬ 
hibits  Division,  U.S.  Information  Agency,  1717  H  Street,  N.W., 
Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Information  included  in  records  is  pro¬ 
vided  or  authorized  by  the  individual  concerned  and  is  available  for 
his  or  her  review. 

USIA— 49 

System  name:  Records  on  Shipment  of  Effects,  Unaccompanied 
Baggage  and  Automobile— lOA/F— USIA 

System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  Finance  and  Data  Management  Division, 
1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Foreign  Service 
employees  authorized  to  ship  effects  and  automobiles  overseas  at 
USIA  expense. 


Categories  of  records  in  the  system:  Paper  cards  listing  payments 
made  to  packers,  carriers,  etc.,  in  connection  with  shipments  of  ef¬ 
fects,  baggage  and  automobiles  pursuant  to  travel  authorizations. 

Authority  for  maintenance  of  the  system:  31  U.S.C.  66a. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  determine  if 
unauthorized  charges  were  incurred  due  to  excess  shipments,  in¬ 
direct  routing,  or  other  reasons. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  tub  file. 

Retrievability:  Filed  alphabetically  by  individual  name. 

Safeguards:  Records  are  under  surveillance  by  authorized  em¬ 
ployees  during  the  working  day,  and  by  security  guards  after  offi¬ 
cial  working  hours. 

Retention  and  disposal:  Records  destroyed  four  years  after  the 
fiscal  year  in  which  shipment  is  authorized. 

System  manager(s)  and  address:  Assistant  Chief  for  Fiscal  Opera¬ 
tions,  U.S.  Information  Agency,  Finance  and  Data  Management 
Division,  1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  USIA  offices  issuing  travel  authoriza¬ 
tions;  travel  vouchers  submitted  by  employees;  invoices  submitted 
by  carriers  for  payment. 

USIA— SO 

System  name:  Salary  Computation  Records— lOA/B— USIA 

System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  Budget  Division,  1776  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Persons  employed 
by  the  Agency  during  any  past  fiscal  year,  and  the  current  fiscal 
year. 

Categories  of  records  in  the  system:  Personnel  Action  Forms, 
Standard  Forms  50. 

Authority  for  maintenance  of  the  system:  Executive  Order  10477 
of  August  1,  1953;  Executive  Order  10822  of  May  20,  1953,  imple¬ 
menting  Section  2(d)  of  the  Reorganization  Plan  No.  8  of  1953; 
Budget-Treasury  Regulation  No.  1  (revised);  The  Economy  Act  (31 
U.S.C.  686),  Section  601;  Section  3679 'of  the  Revised  Statutes  as 
amended  (31  U.S.C.  665). 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  For  the  use  of  the 
Budget  Division  Staff  only,  for  salary  computations  for  Agency 
budget  purposes. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  maintained  in  files. 

Retrievability:  By  name  of  individual. 
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Safeguards:  Security  provided  by  surveillance  of  authorized  em¬ 
ployees  during  working  hours  and  by  security  guards  after  working 
hours. 

Retention  and  disposal:  Retained  until  no  longer  needed. 

System  managerfs)  and  address:  Chief,  Media  and  Support 
Branch,  Budget  Division,  lOA,  U.S.  Information  Agency,  1776 
Pennsylvania  Ave.,  N.W., "Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  USIA's  Office  Personnel  and  Training. 

USIA— 51 

System  name:  Travel  Authorization  Obligation  File — lOA/F-USIA 

System  location:  U.S.  Information  Agency,  Office  of  Administra¬ 
tion  and  Management,  Finance  and  Data  Management  Division, 
1776  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Individuals 
authorized  to  travel  for  which  costs  of  travel  are  chargeable  to 
USIA  appropriations. 

Categories  of  records  in  the  system:  Copies  of  travel  authoriza¬ 
tions  and  copies  of  paid  vouchers  and/or  abstracts  or  other  docu¬ 
ments  relating  to  payments  for  authorized  travel. 

Authority  for  maintenance  of  the  system:  31U.S.C.  66a. 

Routine  uses  of  records  maintained  in  the  system,  including  catego¬ 
ries  of  users  and  the  purposes  of  such  uses:  To  support  recording  of 
obligations  of  funds  for  travel;  for  audit  of  travel  and  transporta¬ 
tion  vouchers  prior  to  certification  and  payment;  control  to  avoid 
duplicate  payment  of  claims. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to  in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  authority  to  maintain  such  information. 

Storage:  Paper  files  maintained  in  three-ring  binders  and  in  file 
folders. 

Retrkvability:  By  name;  cross-reference  to  travel  authorization 
number  filed  by  appropriation/allotment  chargeable. 

Safeguards:  Records  are  under  surveillance  by  authorized  em¬ 
ployees  during  the  working  hours,  and  by  security  guards  after  offi¬ 
cial  working  hours. 

Retention  and  disposal:  Alphabetical  copy  of  travel  authorizations 
destroyed  3  years  after  close  of  fiscal  year  in  which  issued.  Folders 
destroyed  between  4  and  10  years  after  close  of  fiscal  year,  de¬ 
pending  upon  the  type  of  travel. 

System  managerfs)  and  address:  Chief,  Finance  and  Data  Manage¬ 
ment  Division,  U.S.  Information  Agency,  1776  Pennsylvania  Ave., 
N.W.,  Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initial  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  Federal  Re¬ 
gister. 

Record  source  categories:  Standard  forms  and  Agency  forms 
prepared  in  connection  with  official  travel  by  personnel. 

USIA— 52  - 

System  name:  Source  File— IMV-USIA 

System  location:  Motion  Picture  and  Television  Service,  U.S.  In¬ 
formation  Agency,  601  D  Street,  N.W.,  Washington,  D.C.  20547. 

Categories  of  individuals  covered  by  the  system:  Individuals  in  the 
audio-visual  field  who  are  in  contact  with  the  International  Commu- 
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nications  Media  Staff  on  attestation,  film  festivals  and  other  activi¬ 
ties. 

Categories  of  records  in  the  system:  Biographical  data,  press 
releases,  routine  correspondence,  and  similar  material.  . 

Authority  for  maintenance. of  the  system:  To  provide  a  source  of 
information  file  for  the  International  Communications  Media  Staff 
on  subjects  such  as  attestation  and  film  festivals. 

Also  see  Prefatory  Statement  of  General  Routine  Uses. 

Information  is  made  available  on  a  need-to-know  basis  to  person¬ 
nel  of  the  U.S.  Information  Agency  as  may  be  required  in  the  per¬ 
formance  of  their  official  duties.  Information  Agency  as  may  be 
required  in  the  performance  of  their  official  duties. 

Information  in  these  records  is  not  normally  available  to' in¬ 
dividuals  or  agencies  outside  the  U.S.  Information  Agency,  but 
records  may  be  released  to  other  government  agencies  who  have 
statutory  or  other  lawful  legal  authority  to  maintain  such  informa¬ 
tion. 

Policies  and  practices  for  storing,  retrieving,  accessing,  retaining, 
and  disposing  of  records  in  the  system: 

Storage:  Paper  records  in  file  folders. 

Retrievabilhy:  By  name  of  individual  concerned. 

Safeguards:  Maintained  in  locked  file  cabinets  and  available  only 
to  authorized  personnel. 

Retention  and  disposal:  Files  are  reviewed  approximately  every  5 
years  and  retained,  retired  or  destroyed  as  appropriate. 

System  manager(s)  and  address:  Chief,  International  Communica¬ 
tions  Media  Staff,  U.S.  Information  Agency,  601  D  Street,  N.W., 
Washington,  D.C.  20547. 

Notification  procedure:  Assistant  Director  (USIA),  Public  Infor¬ 
mation,  1750  Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Record  access  procedures:  Requests  from  individuals  should  be 
addressed  to:  Assistant  Director  (USIA),  Public  Information,  1750 
Pennsylvania  Ave.,  N.W.,  Washington,  D.C.  20547. 

Contesting  record  procedures:  The  Agency’s  rules  for  access  and 
for  contesting  contents  and  appealing  initi^d  determinations  by  the 
individual  concerned  appear  in  the  Rules  Section  of  the  FederaJ  Re¬ 
gister. 

Record  source  categories:  Information  is  provided  by  the  in¬ 
dividual  concerned  or  from  published  sources. 

APPENDIX  I 

Prefatory  Statement  of  General  Routine  Uses 

The  following  routine  uses  apply  to,  and  are  incorporated  by 
reference  into,  each  system  of  records  set  forth  above. 

1 .  In  the  event  that  a  system  of  records  maintained  by  the  Agen¬ 
cy  to  carry  out  its  functions  indicates  a  violation  or  potential  viola¬ 
tion  of  law,  whether  civU,  criminal  or  regulatory  in  nature,  and 
whether  arising  by  general  statute  or  particular  program  pursuant 
thereto,  the  relevant  records  in  the  system  of  records  may  be 
referred,  as  a  routine  use,  to  the  appropriate  agency,  whether 
federal,  state,  local  or  foreign,  charged  with  the  responsibility  of  in¬ 
vestigating  or  prosecuting  such  violation  or  charged  with  enforcing 
or  implementing  the  statute,  or  rule,  regulation  or  order  issued  pur¬ 
suant  thereto. 

2.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  a  federal,  state,  or  local  agency  maintaining  civil, 
criminal  or  other  relevant  enforcement  information  or  other  per¬ 
tinent  information,  such  as  current  licenses,  if  necessary  to  obtain 
information  relevant  to  an  Agency  decision  concerning  the  hiring  or 
retention  of  an  employee,  the  issuance  of  a  security  clearance,  the 
letting  of  a  contract,  or  the  issuance  of  a  license,  grant  or  other 
benefit. 

3.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use, to  a  federal  agency,  in  response  to  its  request,  in  con¬ 
nection  with  the  hiring  or  retention  of  an  employee,  the  issuance  of 
a  security  clearance,  the  reporting  of  an  investigation  of  an  em¬ 
ployee,  the  letting  of  a  contract,  or  the  issuance  of  a  license,  grant, 
or  other  benefit  by  the  requesting  agency,  to  the  extent  that  the  in¬ 
formation  is  relevant  and  necessary  to  the  requesting  agency’s  deci¬ 
sion  on  the  matter. 

4.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  in  the  course  of  presenting  evidence  to  a  court,  magis¬ 
trate  or  administrative  tribunal,  including  disclosures  to  opposing 
counsel  in  the  course  of  settlement  negotiations. 
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5.  A  record  in  this  system  of  records  which  contains  medical  in¬ 
formation  may  be  disclosed,  as  a  routine  use.  to  the  medical  ad¬ 
visor  of  any  individual  submitting  a  request  for  access  to  the  record 
under  the  Act  and  22  CFR  505  if.  in  the  sole  judgment  of  the  ^en- 
cy.  disclosure  could  have  an  adverse  effect  upon  the  individual, 
under  the  provision  of  5  U.S.C.  552a(fX3)  and  implementing  regula¬ 
tions  at  22  CFR  505.6. 

6.  The  information  contained  in  this  system  of  records  will  be 
disclosed  to  the  Office  of  Management  and  Budget  in  connection 
with  the  review  of  private  relief  legislation  as  set  forth  in  OMB  Cir¬ 
cular  No.  A-19  at  any  stage  of  the  legislative  coordination  and 
clearance  process  as  set  forth  in  that  Circular. 

7.  A  record  from  this  system  of  records  may  be  disclosed  to  an 
authorized  appeal  grievance  examiner;  a  formal  complaints  ex¬ 
aminer;  an  equal  employment  opportunity  investigator;  an  arbitrator 
or  other  duly  authorized  official  engaged  in  investigation  or  settle¬ 
ment  of  a  grievance,  complaint  or  appeal  filed  by  an  employee.  A 
record  from  this  system  of  records  may  be  disclosed  to  the  U.S. 
Civil  Service  Commission  in  accordance  with  the  Agency’s  respon¬ 
sibility  for  evaluation  and  oversight  of  federal  personnel  manage¬ 
ment 

8.  A  record  from  this  system  of  records  may  be  disclosed  to 
authorized  employees  of  a  federal  agency  for  purposes  of  audit. 

9.  Disclosure  may  be  made  to  a  congressional  office  from  the 
record  of  an  individual  in  response  to  an  inquiry  from  the  congres¬ 
sional  office  made  at  the  request  of  that  individual. 

10.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  the  Department  of  State  and  its  posts  abroad  for  the 
purpose  of  transmission  of  information  between  organizational 
units  of  the  Agency,  or  for  purposes  related  to  the  responsibilities 
of  the  Department  of  State  in  conducting  foreign  policy  or  protect¬ 
ing  United  States  citizens,  such  as  the  assignment  of  employees  to 
positions  abroad,  the  reporting  of  accidents  abroad,  evacuation  of 
employees  and  dependents,  and  other  purposes  for  which  officers 
and  employees  of  the  Department  of  State  have  a  need  for  the 
records  in  the  performance  of  their  official  duties. 


11.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 

routine  use,  to  a  foreign  government  or  international  agency  when 
necessary  to  facilitate  the  conduct  of  U.S.  relations  with  that 
government  or  agency  through  the  issuance  of  such  documents  as 
visas,  coun^  clearances,  identification  cards,  drivers’  licenses, 
diplomatic  lists,  licenses  to  import  or  export  personal  effects,  and 
other  official  documents  and  permits  routinely  required  in  connec¬ 
tion  with  the  official  service  or  travel  abroad  of  Uie  individual  and 
his  or  her  dependents.  ^ 

12.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  Federal  agencies  with  which  the  Agency  has  entered 
into  an  ^eement  to  provide  services  to  assist  the  Agency  in  carry¬ 
ing  out  its  functions  under  the  Foreign  Assistance  Act  of  1%1,  as 
amended.  Such  disclosures  would  be  for  transmitting  information 
between  organizational  units  of  the  Agency;  for  providing  to.^the 
original  employ!^  agency  information  concerning  the  services  of 
its  employee  while  under  the  supervision  of  the  Agency,  including 
performance  evaluations,  reports  of  conduct,  awards  and  commen¬ 
dations  and  information  normally  obtained  in  the  course  of  person¬ 
nel  administration  and  employee  supervision;  or  for  providing  other 
information  directly  related  to  the  purpose  of  the  inter-agency 
agreement  as  set  forth  therein,  and  necessary  and  relevant  to  its 
implementation. 

13.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  to  the  Department  of  Justice  to  determine  whether  dis¬ 
closure  thereof  is  required  by  the  Freedom  of  Information  Act  (5 
U.S.C.  552). 

14.  A  record  in  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  when  the  information  is  subject  to  exemption  under 
the  Freedom  of  Information  Act  (5  U.S.C.  552)  but  the  Agency,  in 
its  discretion,  determines  not  to  assert  the  exemption. 

15.  A  record  from  this  system  of  records  may  be  disclosed,  as  a 
routine  use,  only  to  State  and  local  taxing  authorities  with  which 
the  Secretary  of  the  Treasury  has  entered  into  agreements  and  only 
to  those  State  and  local  taxing  authorities  for  which  the  employee 
is  subject  to  tax  (whether  or  not  tax  is  withheld). 


(FR  000.76-26832  Filed  8-30-76:3:20  pm] 
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